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FOREWORD 

The  North  Carolina  State  Library  Processing  Center  is  a cooperative 
project  which  grew  from  requests  made  by  public  librarians  for  some  relief  in 
the  time-consuming  processes  of  securing  and  preparing  books  for  circulation. 
Requests  grew  from  recognition  of  great  duplication  of  essential  processes 
which  were  costly  in  time,  money,  and  effort  and  which  were  being  performed 
all  over  the  State  by  librarians  and  library  staffs  to  the  tune  of  rising 
costs  and  a dearth  of  trained  personnel. 

This  manual  has  a three-fold  purpose:  ( 1)  to  tell  the  story  of  the 

North  Carolina  State  Library  Processing  Center  for  those  who  have  expressed 
interest  in  additional  information  on  the  subject  of  centralized  processing; 

( 2)  to  assist  those  who  are  contemplating  the  organization  of  a processing 
center;  (3)  and  to  serve  as  a staff  manual  for  present  and  future  employees 
of  this  Center. 

Following  the  statement  of  the  history  and  development  of  the  Center, 
policies,  procedures  and  work-flow  diagrams  are  given  as  they  have  evolved 
during  the  first  eighteen  months  of  the  Center's  operation.  The  Appendix 
contains  the  memorandums  as  they  were  issued  to  members  of  the  Center.  These 
present  in  chronological  order  many  of  the  policies  and  routines  and  indicate 
some  of  the  changes  which  came  with  experience  and  growth.  The  equipment  and 
supply  lists  are  given  to  provide  answers  to  many  questions  received  at  the 
Center. 

Many  people  contributed  in  development  of  this  service.  Other  processing 
centers  were  visited,  many  individual  conferences  were  held,  many  letters  of 
inquiry  were  sent  and  helpful  answers  received.  All  efforts  to  gain  information 
about  processing  centers  met  with  enthusiastic  response.  For  all  assistance 
from  outside  the  State,  gratitude  is  expressed.  Appreciation  goes  also  to  the 
people  of  North  Carolina.  Public  librarians  have  been  most  cooperative  in 
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developing  and  accepting  cataloging  and  processing  policies.  Adjustments 
were  required  and  have  been  made  graciously.  State  personnel  in  areas  of 
procurement  and  budget  have  been  generous  with  their  time,  interest  and 
assistance. 

Grateful  recognition  goes  to  the  dedicated  employees  of  the  Processing 
Center  who  have  worked  unstintingly , have  been  willing  to  experiment,  have 
studied  and  used  wisely  suggested  ideas  with  their  own  ability  and  initiative 
and  have  developed  the  processing  service  described  in  this  publication. 


(Mrs.)  Elizabeth  H.  Hughey 

August  15,  1961  State  Librarian 


Digitized  by  the  Internet  Archive 

in  2016 


https://archive.org/details/northcarolinasta00nort_1 
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NORTH  CAROLINA  STATE  LIBRARY  PROCESSING  CENTER 

This  Center  has  been  defined  as  a service  which  receives  book  orders  from 
participating  libraries;  consolidates  them  and  then  orders,  classifies,  catalogs, 
and  processes  the  books;  prepares  catalog  and  shelf-list  cards;  and  then  sends  books 
to  libraries  ready  for  use  except  for  property  stamp  and  copy  number. 

Such  a service  was  not  born  overnight.  In  keeping  with  the  philosophy  of  the 
North  Carolina  State  Library  to  develop  services  based  on  needs  of  the  people  and 
the  public  libraries  of  the  State,  some  thought  had  been  given  to  centralized 
cataloging  and  processing  for  several  years.  With  the  availability  of  LSA  funds  and 
further  requests  from  public  librarians,  more  serious  consideration  was  given  to  the 
idea.  The  development  of  centers  in  other  states  gave  added  impetus  and  in  1958  two 

members  of  the  North  Carolina  State  Library  staff  visited  the  new  center  in  the 

California  State  Library.  The  staff  continued  to  read  about  development  of  card 

duplicating  processes  and  establishment  of  other  centers.  Miss  Evelyn  Mullen, 

Library  Extension  Specialist,  Department  of  Health,  Education,  and  Welfare,  Wash- 
ington, D.  C.,  gave  the  State  Library  the  benefit  of  the  special  study  she  was  making 
of  existing  centers. 

In  March  1959,  the  first  formal  communication  went  to  North  Carolina  public 
librarians,  inviting  them  to  register  any  interest  they  might  have  in  a conference 
to  explore  the  possible  formation  of  a centralized  cataloging  and  processing  center 
in  North  Carolina.  Replies  were  favorable  and  after  the  exchange  of  questionnaires 
and  follow-up  tabulations,  a conference  was  held  the  middle  of  April,  approximately 
one  month  after  the  first  communication.  Early  consideration  was  given  to  the  merits 
of  an  independent  corporation  administered  center  vs.  a State  Library  administered 
center.  All  librarians  present,  with  one  exception,  fqvored  establishment  of  the 
center  as  a part  of  the  State  Library  program.  The  determining  factors  were  the 
employment  of  personnel  eligible  for  all  state  employee  benefits,  the  guidance  and 
supervision  of  the  State  Library,  quarters  in  the  State  Library  building,  greater 
saving  In  purchase  of  books,  and  benefits  of  state  contract  prices  for  supplies  and 
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equipment.  After  further  discussion  about  some  of  the  details  of  actual  cataloging 
and  processing,  the  librarians  urged  the  State  Library  personnel  to  move  ahead  with 
plans  for  a full  scale  cataloging  and  processing  center  in  the  State  Library  at  the 
earliest  possible  date. 

Visits  were  made  to  centers  in  Wisconsin  and  Ohio.  Both  state  and  local 
personnel  were  most  generous  and  helpful  in  presenting  their  programs,  their  achieve- 
ments, problems  and  solutions.  The  librarians  returned  with  high  hopes,  sample 
supplies,  work  flow  charts,  equipment  lists  and  profuse  notes.  Back  home  again  much 
quiet  work  went  on  trying  to  complete  estimates  of  needs  and  costs.  The  State  Library 
Board  gave  immediate  approval  to  the  idea  in  principle  and  the  Department  of  Admin- 
istration of  the  State  gave  enthusiastic  support  to  the  idea  and  especially  urged 
that  it  should  become  a part  of  the  State  Library  service  program.  The  latter's 
interest  could  have  been  tempered  by  the  fact  that  the  service  is  planned  to  become 
self-supporting.  After  a conference  with  the  Budget  Bureau  explaining  the  use  of 
LSA  funds  to  initiate  the  center  and  the  funds  which  would  be  forthcoming  from  each 
county  in  payment  for  books  and  processing,  the  State  Library  was  assigned  a new 
Budget  Code  NCSL  - Federal  Aid  - Processing  Center  Code:  18981.  This  permits 

continuous  operation  without  funds  collected  from  the  libraries  reverting  to  the 
State's  General  Fund.  This  budget,  however,  continues  to  be  subject  to  all  other 
budget  requirements  except  request  for  appropriations  from  the  General  Assembly.  It 
was  also  necessary  to  amend  the  State's  LSA  plan  and  get  final  approval  from  Washing- 
ton. It  was  agreed  to  establish  the  Center  under  the  State  Library's  Administrative 
Division. 

In  developing  the  Center  the  Department  of  Personnel,  the  Budget  Bureau,  the 
Division  of  Purchase  and  Contract,  and  the  General  Services  Division  were  consulted 
frequently  and  have  been  invaluable  with  their  assistance.  With  the  early  bless- 
ings of  the  Personnel  Department,  the  Director  of  the  Center  was  employed  and  began 
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work  on  January  1,  1960.  She  worked  very  closely  with  the  State  Library  staff 
members  who  had  done  the  preliminary  work  in  planning  the  Center,  By  April  I960, 
the  renovation  of  space  in  the  basement  was  completed,  equipment  was  procured  and 
installed,  supplies  were  designed  and  purchased,  additional  personnel  employed, 
contracts  for  books  let  to  jobbers,  and  operational  procedures  planned. 

Agreements  were  reached  between  librarians  and  the  Center  on  financial  respon- 
sibilities, order  routines,  and  basic  cataloging  policies.  Initially,  34  libraries 
representing  44  counties  applied  for  participation  in  the  Center  and  agreed  to  the 
following  requirements: 

1.  Provide  a catalog  cabinet  and  keep  cards  filed  accurately, 

2,  Spend  a minimum  of  80  per  cent  per  year  of  its  Book  budget  through  the  Center, 

3,  Spend  approximately  1/4  of  its  book  budget  each  quarter  of  the  year  to  main- 
tain an  even  flow  of  books  through  the  Center. 

4.  Pay  to  the  Center  a service  fee  of  75  cents  per  volume  processed. 

5.  Accept  the  manner  and  style  of  centralized  book  processing,  including 
cataloging  and  classification  procedures  and  choice  and  quality  of  materials 
used  as  determined  by  the  Center. 

6,  Give  written  notice  60  days  prior  to  the  end  of  the  fiscal  year  and  return 
all  unused  Processing  Center  funds  if  there  is  a desire  to  terminate  the 
relationship. 

All  libraries  had  to  indicate  the  number  of  volumes  they  anticipated  ordering  the 
first  four  months.  Thereafter  the  estimate  was  on  an  annual  basis.  For  those  who 
were  applying  for  LSA  funds  to  pay  for  the  processing,  it  was  necessary  to  give  the 
rural  percentage  of  population  served  by  the  applying  library.  All  applicants 
eligible  for  LSA  funds  requested  the  maximum  for  participation  in  the  Center,  These 
applications  were  screened  with  other  applications  for  LSA  funds  and  when  approved, 
checks  were  mailed  to  the  proper  library  account.  Each  month  the  participating 
libraries  are  billed  for  books  ordered  and  books  processed. 
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The  first  books  processed  were  distributed  on  May  27,  I960,  Most  of  the  orders 
were  for  replacements  for  which  Library  of  Congress  proof-slips  were  not  available. 
Descriptive  cataloging  had  to  be  hand  copied  instead  of  being  reproduced  from  the 
printed  proof-slips.  There  were  few  duplicate  titles. 

The  Center  was  begun  with  the  assumption  that  40,000  volumes  per  year  would 
keep  it  in  business,  A staff  of  six  was  approved  for  the  project.  By  June  1961, 
there  were  44  libraries  participating,  representing  service  in  58  counties.  Since 
the  Center  was  assured  of  an  annual  volume  of  over  40,000  books,  the  requirement 
that  each  member  spend  80  per  cent  of  its  book  budget  through  the  Center  was  can- 
celled. More  staff  members  were  added.  Currently  the  staff  consists  of  two  pro- 
fessional librarians  and  seven  clerical;  s teno- bookkeeper , Xerox-Multilith  clerk, 
three  typists,  shipping  clerk  and  jacketing  clerk.  See  Appendix  for  a list  of 
personnel  and  duties.  The  factor  which  contributed  most  to  excellent  card  repro- 
duction, to  elimination  of  book  backlog,  and  the  speed  of  service  was  the  employ- 
ment in  January  of  an  experienced  Multi lith  operator. 

The  physical  facilities  are  already  inadequate.  The  1,100  sq.  ft.  area  reno- 
vated in  the  basement  has  one  major  asset.  It  is  the  most  accessible  spot  in  the 
building  to  the  loading  area.  Since  this  is  a part  of  the  State  Library  program, 
it  was  possible  to  get  the  renovation  done  and  paid  for  from  the  General  Services 
Division  of  the  State  which  is  responsible  for  housing  of  government  services. 

Plans  are  in  the  State  Library's  capital  outlay  request  to  provide  adequate  space 
for  the  Center  in  the  new  library  building. 

Many  problems  have  been  overcome  by  carefully  observing  how  the  work  is  done 
and  by  keeping  exact  records  of  time  and  motion  used  to  do  each  job,  constantly 
devising  and  revising  simpler,  easier  and  more  efficient  ways  of  working.  Flexi- 
bility and  a vigilant  search  for  methods  that  will  conserve  time  and  energy  charac- 
terize the  operation  of  the  Center. 

The  problem  of  lack  of  duplicate  titles  has  not  been  solved.  It  has  always 
been  the  greatest  single  difficulty  and  has  come  close  to  stymieing  the  program. 
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A conference  with  participating  librarians  was  held  in  September  and  suggestions 
made  were  followed.  All  attempts  to  remedy  this  situation  have  met  with  small 
success.  Holding  orders  for  a period  of  time  before  they  were  placed  gave  some 
duplication,  but  this  delayed  the  book's  delivery  to  the  library  and  orders  for 
single  titles  became  huge  and  unwieldy.  It  was  hoped  that  limiting  the  number 
of  acceptable  sources  would  increase  duplication.  However,  the  present  sources 
used  by  the  member  libraries  list  thousands  of  titles  and  at  no  time  is  a dead- 
line placed  upon  when  a title  can  be  ordered.  In  spite  of  this,  the  staff  of 
the  Center,  through  better  understanding  of  procedures,  has  found  that  they  can 
cope  with  the  situation  without  delaying  the  service.  Orders  are  presently  being 
processed  and  sent  to  jobbers  within  a day  of  receipt  at  the  Center.  Most 
of  the  books  are  cataloged  before  they  arrive,  and  catalog  cards,  book  cards,  and 
pockets  are  waiting  on  at  least  90  per  cent. 

The  Center  strives  to  provide  two  weeks'  service  for  current  adult  books 
from  receipt  of  the  book  order  at  the  Center  to  the  shipping  date.  Often,  the 
time  lapse  is  less. 

Although  present  methods  and  procedures  appear  to  be  sound  and  proper,  ways 
are  still  being  explored  which  will  both  improve  and  expedite  the  service.  The 
Center's  reason  for  being  is  to  release  librarians  and  their  staffs  from  routines 
so  that  they  can  better  serve  their  communities.  Its  hope  is  to  supply  member 
libraries  with  handsomely  processed  books  and  catalog  cards,  so  that  they  in 
turn  can  more  quickly  and  easily  place  the  books  into  the  hands  of  their  patrons. 


NORTH  CAROLINA  STATE  LIBRARY  PROCESSING  CENTER 


POLICIES 


Ordering 

The  following  order  form  has  been  devised  for  use  by  the  members  of  the 
Center.  It  consists  of  white,  yellow,  pink,  green  and  manila  sTips  separated 
by  carbons.  The  forms  are  supplied  by  the  Center  to  the  members  as  they  are 
requested,  the  cost  being  absorbed  in  the  processing  charge. 


CLASS  NO. 


LIST  PRICE 


DEALER 


AUTHOR 


TITLE 


PUBLISHER  YEAR 


BOOK  SELECTION  SOURCE 


NO.  OP  COPIE8 


LIBRARY  NAME 


SETS!  CAT 

SHELP 


VOLS.  - SERIES  - EDITION 
PREBOUND  REQUESTED 


COST 


DATE  ORDERED 


SHIP  TO*  Slate  Library  - Federal  Aid 
Processing  Center  Division 
State  Library  Building  Basement 
Raleigh,  N.  C. 


Please  see  Appendix,  Memo  4,  for  ordering  instructions. 

Each  library  has  been  assigned  an  identification  number.  The  library’s 

number  is  typed  in  the  space  "library  name."  Selection  remains  wholly  the 

prerogative  of  the  individual  library.  The  Center  in  no  fashion  attempts  to 

direct  the  choice  of  titles.  However,  libraries  are  asked  to  select  primarily 

from  the  following  publications  in  order  that  the  Center  can  identify  the  titl 

and  to  pre-catalog  it.  The  sources  are  as  follows: 

American  Book  Publishing  Record 
Associated  Libraries  Catalog 
Book  Buyer's  Guide 
Book  Review  digest 
Booklist 

Charles  M.  Gardner  Catalog 
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Children's  Catalog 
Fiction  Catalog 
Herald  Tribune  Book  Review 
Horn  Book 

Imperial  Book  Company  Card  File 
Joseph  Ruzicka  Catalog 
Kirkus 

New  Method  Book  Bindery  Catalog 
New  York  Times  Book  Review 
North  Carolina  State  Library  Lists 
Publishers'  Weekly 

The  Reader's  Advisor  and  Bookman's  Manual 
Saturday  Review 

Standard  Catalog  for  High  School  Libraries 
Standard  Catalog  for  Public  Libraries 

The  Center  requests  that  jobbers  report  on  outstanding  orders  within  90 
days.  When  a jobber  reports  that  a title  is  out  of  print  or  out  of  stock,  the 
information  is  stamped  on  the  multi -copy  book  order  form  and  returned  to  the 
library  which  has  ordered  it.  Orders  for  books  in  publisher's  bindings  to  be 
published  more  than  30  days  following  date  of  the  order  are  identified  by  the 
members  who  type  "pre-pub"  and  the  date  of  publication  on  the  order  slip.  If 
such  orders  are  sent  to  the  Center  more  than  90  days  prior  to  publication,  they 
are  held  at  the  Center  until  a time  within  a month  of  the  publishing  date,  for 
the  Center  has  found  that  faster  service  is  achieved  and  there  is  less  likeli- 
hood that  a current  title  will  be  cancelled  by  doing  this. 

The  Center  has  requested  members  not  to  send  it  any  orders  for  State  or 
Federal  Government  Documents  because  these  publications  must  be  paid  for  in 
advance,  and  the  Center  does  not  have  procedures  evolved  to  handle  them. 

If  a certain  prebound  jobber  is  preferred,  librarians  may  designate  it  on 
the  order  slip,  and  the  Center  sends  all  such  orders  to  that  jobber.  Orders 
for  trade  books  are  sent  to  Campbell  and  Hall.  Special  items,  such  as  H.  W. 
Wilson,  American  Library  Association,  and  National  Geographic  Society  publi- 
cations are  ordered  directly  from  the  publisher.  Discounts  vary,  with  36  per 
cent  plus  postage,  being  the  best.  Discounts  are  based  on  the  fact  that  orders 
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are  received  from  a single  source  and  statements  made  to  a single  source, 
the  Processing  Center. 

Doubleday  automatic  shipment  subscriptions  are  handled  for  21  members. 

Books  are  sent  directly  to  the  Center  from  Doubleday.  They  are  treated  as 
any  other  order  with  the  exception  that  the  Center  types  the  order  slips. 

Cataloging 

Cataloging  policies  h^ve  basically  remained  the  same  since  the  Center's 
inception,,  (Please  refer  to  Memo  No.  5 in  the  Appendix).  The  major  policy 
change  has  been  that  of  the  author  entry,  Originally,  entry  was  made  under  the 
author's  correct  name.  Because  the  H.  W.  Wilson  Company  changed  to  the  author's 
name  as  it  appears  on  the  title  page,  and  because  of  the  proposed  changes  of 
the  catalog  code  Revision  Committee  of  the  American  Library  Association,  the 
members  voted  in  April,  1961,  to  use  the  author's  name  as  it  appears  on  the 
title  page.  The  Center  was  asked  to  provide  "see  also"  reference  cards  for 
all  well-known  names  which  had  previously  been  referred  from. 

Books  suitable  for  young  people  have  been  up  graded  to  include  science 
fiction,  young  romance,  hot  rod  stories,  books  on  careers,  and  space  books 
for  ages  12  and  over. 

Catalog  cards  are  reproduced  by  Xerox  and  Multilith  from  Library  of  Con- 
gress proof ~6lips  or  from  typed  master  copy  prepared  at  the  Center.  The 
quantity  of  cards  run  is  determined  by  both  the  current  orders  and  estimated 
future  requirements.  A large  file  of  catalog  card  stock  has  been  built  up 
from  over-run  cards.  When  additional  copies  are  ordered  the  card  sets  can  be 
pulled  from  the  reserve  and  the  headings  added.  It  has  been  found  that  more 
time  is  saved  if  most  of  the  cards  are  multilithed.  The  reproduction  is  more 
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uniform  and  proof  reading  time  is  reduced  from  checking  several  cards  to 
one  master.  Cards  are  hand  typed  depending  upon  the  fullness  of  the  card 
and  if  the  number  of  cards  needed  is  four  or  less. 

A fully  prepared  set  of  catalog  cards  includes  main  entry  card,  title 
card,  if  needed,  a card  for  each  subject  heading.  Call  number  and  headings 
are  typed  or  multilithed  on  the  card  by  the  Center.  Extra  unit  cards  for 
special  subject  headings  or  analytics  are  supplied  free  upon  request.  If 
the  initial  order  is  for  10  copies  or  more,  a Multilith  master  consisting 
of  the  catalog  cards  and  all  headings  is  typed  and  multilithed.  Frequently 
the  title  is  typed  on  the  proof-slip  and  Xeroxed.  After  multilithing  the 
title  cards  needed,  the  Xerox  Clerk  removes  the  title  heading  with  Blank- 
rola  Solution  and  completes  the  specified  run  with  unit  cards. 

Book  cards  and  pockets  are  multilithed  if  the  order  is  for  three  or 
more  copies  of  a title. 

Processing  and  shipping 

Book  pockets  are  pasted  on  the  back  left  end  paper  in  order  that  the 
plastic  jacket  and  attaching  tape  should  not  interfere  with  it.  The  Center 
uses  its  own  judgment  in  placing  the  pocket  if  printed  material,  maps,  etc,, 
is  in  this  location,. 

Two  book  cards  (white  and  green)  are  furnished  for  each  book.  These 
are  imprinted  with  the  call  number,  author,  and  title  of  the  book.  Date  due 
cards,  1 for  each  book,  are  furnished.  These  are  mailed  to  the  libraries 
at  the  beginning  of  each  quarter,  the  number  being  based  on  each  library's 
estimate  of  the  number  of  books  which  the  Center  will  handle. 

If  the  book  is  prebound  or  reference,  the  jacket  is  removed  and  i. he 
call  number  is  stylused  on  the  spine.  The  jacket  is  shipped  with  the  pro- 


cessed book. 
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A large  type  bulletin  typewriter  is  used  to  type  the  call  number  on 
Dennison  labels  which  are  then  affixed  to  the  dust  jackets  of  all  other  books. 
Adjustable  1 1/2  mil.  mylar  plastic  jackets  cover  the  dust  jackets,  and  glass 
filament  attaching  tape  fastens  the  jackets  to  the  books. 

Books  are  shipped  to  members  as  often  as  a package  of  them  is  ready  and 
at  least  once  every  other  week.  Shipment  is  by  mail,  library  materials  rate 
being  used. 

Billing 

Statements  are  mailed  on  the  20th  of  each  month  to  meet  the  check  writ- 
ing schedule  of  most  of  the  participants.  The  bills  show  the  amount  due 
for  books  purchased  and  the  amount  of  the  processing  charge  (number  of  books 
times  75  cents).  The  green  slips  from  the  multiple-copy  order  form  support 
the  statement  of  amount  due.  The  yellow  slips  are  returned  with  the  state- 
ment to  enable  the  librarian  to  check  the  accuracy  of  her  bill. 
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NORTH  CAROLINA  STATE  LIBRARY  PROCESSING  CENTER 


PROCEDURES 


Orders . 

A.  Orders  received  from  libraries  arranged  alphabetically  by  title. 

B.  Order  forms  checked  for  completeness - -publisher  included,  library 
identification  number  added,  etc. 

C.  Orders  separated  according  to  jobber. 

1.  Trade  books  sent  to  Campbell  and  Hall. 

2.  Prebound  orders  designating  jobber  singled  out- -New  Method, 
Associated,  Ruzicka,  Imperial,  etc.  for  special  order. 

3.  If  order  specifies  prebound,  but  prebinder  not  designated,  alpha- 
betized lists  by  title  supplied  by  three  prebinders  are  checked-- 
Gardner,  Associated,  Ruzicka--if  a title  is  not  on  either  of  the 
three  lists,  the  order  goes  to  New  Method. 

4.  E.  M.  Hale,  American  Library  Association,  Bowker,  Wilson,  National 
Geographic  books  special  ordered  from  the  publisher. 

D.  Orders  sent  to  jobber  same  day  orders  received  from  library. 

1.  Orders  consolidated  and  arranged  alphabetically  by  title. 

2.  Purchase  order  number  assigned  to  each  individual  order  and  cover 
letter  with  this  number  accompanies  each  group  of  white  slips. 

3.  Order  form  separated  and  carbons  removed  except  between  pink  and 
green  slips. 

a.  Total  copies  of  a title  being  ordered  coordinated  on  one  white 
slip.  Remaining  duplicate  white  slips  discarded.  White  slips 
mailed  to  jobber. 

b.  Yellow  slips  for  cataloging  numbered  according  to  purchase  order 
number . 

c.  Pink  and  green  slips  kept  intact  in  outstanding  order  box. 

E.  Pink  and  green  slips  (still  attached  with  carbon)  filed  by  jobber  and 
by  order  number. 
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II.  Work  Slips  (yellow  copy  of  order  form). 

A.  Yellow  slips  checked  first  with  holdings  file  (holdings  file 

arranged  by  title)  to  see  if  book  has  been  previously  cataloged. 


If  yes,  orange  ownership  card  which  is  filed  with  white  holdings 
card  marked  to  show  library  receiving  book. 


1 . Sets  of  catalog  cards  ordered  counted  from  yellow  slips  for 
stock  record. 

2.  Slips  carried  to  stock  bin  and  stock  pulled  (divided  into  3 
groups) . 


a.  Stock  for  slips  with  3 or  more  copies  of  a book  given  to 
master  typist  to  type  pocket  masters. 

b.  Stock  for  orders  of  1 or  2 copies  given  to  typist  to  type 
headings  plus  pockets  and  cards. 

c.  Slips  with  not  enough  stock  or  no  stock  given  to  assistant 
librarian  who  sets  up  reruns  in  groups  of  4 (xeroxing  in 
some  cases  the  holdings  card)  for  more  stock.  (Record  kept 
of  stock  rerun. ) 


B.  Slips  for  titles  not  previously  cataloged  checked  with  proof-slip 
file.  Proof-slips  with  yellow  slip  given  to  cataloger  for  verifi- 
cation and  cataloging. 


C.  Remaining  slips  checked  with  waiting-for-proof-slip  file  and 
duplicate  orders  clipped  together. 

D.  All  other  slips  separated  according  to  source  noted  on  yellow 
order  slips. 


1.  Copy  taken  from  Wilson  catalogs  on  yellow  slips, 

2.  Copy  taken  from  National  Union  Catalog  for  other  old  titles, 

3.  Older  titles  filed  in  cataloged  file  until  book  arrives. 
Edition  changes,  etc.,  require  checking  with  actual  book. 

4.  Current  titles  verified  for  correctness  of  title,  publica- 
tion date,  age  level,  subject  matter,  and  filed  in  waiting- 
for-proof-slip  file. 
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III,  Proof-slips. 

Arranged  by  title,  checked  against  waiting-for-proof-slip  file,  and 
remaining  proof-slips  filed  in  proof-slip  file. 

IV.  Cataloging. 

A.  Cataloging  follows  policies  set  forth  in  Memo  5. 

B.  Proof-slips  and  copy  checked  to  determine  if  any  changes  are 
necessary  to  make  them  uniform  with  cataloging  policies. 

C.  Subject  headings  checked  in  Library  of  Congress  Subject  Headings. 

D.  Record  kept  of  number  of  titles  cataloged  divided  into  original 
cataloging,  cataloging  with  copy,  cataloging  with  proof-slip, 

V.  Card  Duplication. 


A.  Catalog  and  shelf- list  cards  for  titles  with  proof-slips  duplicated 
by  Xerox  and  Multilith.  Call  numbers  typed  on  proof-slips,  and 
Multilith  master  made  by  xeroxing. 

B.  Copy  for  titles  without  proof-slips  typed  on  a master  and  multi- 
lithed. 

C.  Cards  hand  typed  if  number  of  cards  needed  are  4 or  less. 

D.  The  cataloger  determines  number  of  cards  to  be  run  and  gives  them 
to  the  Xerox-Multilith  operator  in  groups  of  4 with  amount  of 

the  run  designated.  Record  kept  of  number  of  cards  run  and  number 
of  catalog  card  sets  used. 

E.  Titles  sometimes  typed  on  proof-slips  and  xeroxed,  needed  title 
cards  run,  titles  erased,  and  run  completed  with  unit  cards. 

F.  If  initial  order  is  for  10  copies  or  more,  a Multilith  master, 
complete  with  headings,  is  typed  and  multilithed. 

G.  Card  and  pocket  masters  typed  and  multilithed  when  there  are  3 
or  more  copies  of  a book;  otherwise  they  are  hand  typed. 

H.  Two  book  cards  supplied  with  each  book--a  white  and  a green. 

I.  A date  due  card  supplied  with  each  book  (mailed  to  library  quarterly). 

J.  Typist  adds  subject  headings  and  titles  to  unit  cards. 

K.  When  the  typist  completes  the  card  order  from  a run,  remaining 
cards  filed  in  stock. 

L.  Pockets,  book,  and  catalog  cards  rubber- banded  with  yellow  slips, 
checked  for  accuracy  and  filed  with  the  pink  and  green  slips  by 
purchase  order  number  in  outstanding  order  files. 
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M.  The  Multilith  operator  pulls  one  card  for  each  new  title  run  and 
attaches  an  orange  ownership  card  which  he  has  marked  with  librar- 
ies receiving  the  title.  The  typist  types  author  and  title  on 
the  orange  card  and  the  two  cards  filed  in  the  holdings  file, 

VI,  Invoice  - Invoices  arrive  before  books  (preferably  a day), 

A,  Invoices,  arranged  by  title  (except  New  Method),  include  purchase 
order  number,  list  the  unit  discount  price  per  copy,  total  number 
of  books,  and  grand  total, 

B,  Purchase  order  number  corresponding  with  invoice  pulled, 

C,  Pink  and  green  slips  priced  directly  from  invoice  in  space  marked 
"cost,"  (Book  cards  and  pockets  kept  with  pink  and  green  slips,) 

D,  Tape  run  from  prices  on  pink  and  green  slips.  Should  agree  with 
total  amount  on  invoice, 

E,  Record  kept  of  total  number  of  books  on  invoice- - entered  on  acquisi- 
tions record  slip--(  given  to  director  at  end  of  each  week), 

F,  Fourth  copy  of  invoice  entered  in  journal  and  filed  in  jobber's 
folder, 

VII.  Receipt  of  books. 

A.  Boxes  opened  according  to  invoices  on  hand, 

B.  Books  unpacked  and  duplicate  titles  kept  together, 

C.  Books  checked  with  the  pink  and  green  slips. 

1.  The  library's  number  noted  on  back  top  left-hand  corner  inside 
the  book. 

2.  Books  divided  by  three  trucks, 

a.  Books  with  jackets- -pocket  placed  in  book.  Catalog  and  book 
cards  with  pink  and  green  slips  placed  in  a box  to  correspond 
with  order  of  books  on  truck. 

b.  Books  to  be  marked  with  electric  stylus  (prebounds,  library 
editions,  reference  books,  etc.)  kept  on  separate  truck  with 
separate  box  for  cards, 

c.  Books  without  cards  and  pockets- - pink  and  green  slips  inserted 
in  book  and  the  truck  sent  to  the  cataloger. 

3.  Jackets  for  prebounds  placed  in  bin  of  library  ordering  them. 

D.  If  books  agree  with  pink  and  green  slips,  the  first  three  copies 

of  the  invoice  are  okayed  and  the  invoice  sent  to  the  Budget  Officer 
for  payment. 
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E.  If  the  invoice  does  not  check  out  (shortage,  imperfect  copy,  damaged 
book,  wrong  edition,  etc.)  invoice  is  held  until  book  is  replaced  or 
a credit  memo  received. 

F.  Defective  copies  not  caught  .at  Center  returned  by  receiving  library 
to  Center,  which  replaces  them, 

VIII,  Preparation  of  books, 

A.  Books  go  from  checking  in  to  pasting  table. 

B.  Pocket  is  pasted  in  back  of  book  or  next  to  back  page  if  information 
is  printed  on  end  pages, 

C.  Spine  labels  typed  from  information  on  pocket,  which  has  call  number, 
author  and  title. 

D.  Imprinted  spine  labels  put  on  mystery,  western,  and  science  fiction 
titles. 

E.  No  labels  used  for  adult  fiction,  except  short  stories  (SC). 

F.  Plastic  jackets  attached  over  dust  jackets  with  tape. 

G.  Prebound,  reference  and  library  editions  marked  on  spine  with  electric 
stylus  and  sprayed  with  Spraylon, 

IX.  Checking  out  procedure. 

A.  Box  containing  catalog  and  book  cards,  yellow,  pink  and  green  slips 
for  each  truck  prepared  for  checking  out  procedure  by  separating 
pink  and  green  slips  bearing  price  of  book;  attaching  pink  slip, 
which  serves  as  the  library's  invoice,  to  catalog  cards',  and  keeping 
green  and  yellow  slips  together  in  back  of  box. 

B.  Books  given  final  check. 

1.  Call  number  must  agree  with  that  of  catalog  cards, 

2,  Author's  name  on  spine  must  agree  with  entry  on  catalog  cards. 

C.  One  card  slipped  in  pocket,  securing  cards  to  book, 

D.  Books  shelved  in  library  bins  according  to  library  identification 
number  penciled  in  back  of  book.  Books  placed  standing  up  for  check 
out . 

E.  Green  and  yellow  slips  separated  according  to  library  identification 
number.  Tape  run  counting  number  of  books  per  library  and  totaled. 

F.  Number  of  books  standing  in  bins  must  agree  with  tape.  After  numbers 
agree,  books  are  placed  flat  in  back  of  bin. 


. 


■ 


;Q  1 


' 


. 


' 


-• 


..  ■ ■ ■ 

- \ 

' ' ;• 


. 


■ 


18 


-6- 


G.  Tapes  run  on  prices  of  books , checked  for  accuracy,  and  number  of 
books  plus  total  prices  entered  on  monthly  billing  chart. 

H.  Green  and  yellow  slips  filed  in  boxes  according  to  library. 


X.  Packing  - Twice  a week  (or  more). 

A.  Books  pulled  from  bin  and  each  checked  for  correct  identification 
number. 

B.  Library's  name  and  number  penciled  on  top  of  packing  box- -books 
placed  in  it. 

C.  Box  is  weighed- -record  made  of  amounts  needed  for  stamps. 

D.  Stamps  secured. 

E.  Labels  (which  have  been  pretyped)  and  stamps  placed  on  boxes. 

F.  Boxes  placed  on  delivery  truck  and  mailed  at  post  office. 

XI . Billing. 

A.  Statements  mailed  on  the  20th  of  each  month.  Statements  include 
total  number  of  books,  total  processing  fee,  total  cost  of  books 
and  grand  total. 

B.  Monthly  chart  totaled  (number  of  books  and  prices), 

C.  Green  and  yellow  slips  separated,  checking  identification  number  of 
library  in  the  process. 

D„  Number  of  books  counted  either  from  yellow  or  green  slips.  Total 
must  agree  with  monthly  chart.  Multiplied  by  75  cents  to  obtain 
processing  fee. 

E,  Tape  run  from  green  slips.  Total  on  tape  must  agree  with  monthly 
chart.  This  total  is  the  amount  for  which  the  library  is  charged 
for  books. 


F.  Processing  fee  plus  cost  of  books  totaled  for  monthly  statement 
total. 

G.  Statements  made  out  in  triplicate;  2 sent  to  libraries;  1 held  by 
Center. 


H.  Checks  sent  to  the  State  Library  Budget  Officer. 


I.  Record  of  payments  and  library  paying  is  sent  to  the  Center  by 
Budget  Officer.  Center's  copy  is  marked  "paid",  dated,  and  filed 
in  paid  file. 


J.  A journal  and  an  accounts  receivable  ledger  kept  by  Center. 


K.  Yellow  slips  sent  to  library  to  serve  as  a check  list  with  the 
monthly  statement  and  the  pink  slips. 
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XI I . Cancelled  Titles . 

A.  Jobbers  asked  to  report  on  outstanding  titles  in  60  days  and 
cancel  all  titles  in  90  days  (120  days  for  New  Method). 

B.  If  jobber  reports  title  out-of-print,  out-of - stock , publication 
postponed,  etc.,  the  information  stamped  on  pink  and  green  slips 
and  returned  to  library,  and  on  yellow  slip  which  is  filed  in  the 
cancelled  file  (duplicates  stapled  together).  Information  noted 
on  holdings  card  and  library's  number  erased. 

C.  If  title  is  cancelled  due  to  lapse  of  time  title  is  reordered  in 
next  order  to  that  jobber. 

D.  If  no  report  has  been  received  on  outstanding  titles  after  90  days. 
Center  writes  jobber  for  information.  Titles  are  not  cleared  from 
outstanding  order  file  until  notification  has  been  received  from 
jobber . 
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Orders 


A.  Movement  of  white  slips  through  Center 
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B.  Movement  of  pink  and  green  slips  through  Center 
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C.  Movement  of  yellow  slips  through  Center. 
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MOVEMENT  OF  ORDERS  THROUGH  THE  CENTER 
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MOVEMENT  OE  BOOKS  THROUGH  THE  CENTER 


APPENDIX 


I.  Memorandums. 
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NORTH  CAROLINA  STATE  LIBRARY  PROCESSING  CENTER 


February  2,  i960 


MEMORANDUM 

# 1 


TO:  Public  Librarians 

FROM:  Marion  M.  Johnson,  Director  Processing  Center 


Organization  of  the  North  Carolina  State  Library  Processing  Center 
is  underway,  and  it  is  hoped  that  operation  can  begin  in  March.  Enclosed 
is  a brief  description  of  the  service  which  the  Center  plans  to  offer.  A 
copy  of  this  is  being  sent  to  your  library  board  chairman  also. 

We  need  to  identify,  as  aoon  as  possible,  the  libraries  which  plan 
to  use  the  center  this  year,  and  those  who  may  reconsider  another  year.  To 
keep  the  costs  as  low  as  possible  all  cataloging  and  processing  must  be  uni- 
form. Where  possible  this  uniformity  should  be  based  on  the  practices  of  a 
majority  of  the  libraries  which  use  the  service.  Therefore,  please  use  the 
enclosed  "Statement  of  Intent  to  Participate"  as  soon  as  possible,  and  not 
later  than  February  15 » 

Also  enclosed,  for  your  information,  is  a sample  form  of  the  appli- 
cation for  Federal  Aid  which  can  be  allocated  to  eligible  libraries  for 
participating  in  the  Center.  Final  application  forms  will  be  sent  to  li- 
braries which  indicate  further  interest.  The  80^  of  book  budget  figure 
(item  2 on  the  application)  will  not  apply  to  the  remainder  of  this  fiscal 
year,  for  many  of  you  have  already  spent  most  of  your  book  budget  for  this 
time. 


Your  questions  and  comments  will  be  welcomed  and  appreciated.  With 
your  cooperation  every  effort  will  be  made  to  relieve  you  of  cataloging  and 
processing  tasks  so  that  the  time  which  you  save  can  be  rechanneled  to  other 
vital  library  services. 


' 
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NORTH  CAROLINA  STATE  LIBRARY  PROCESSING  CENTER 

DEFINITION 

The  North  Carolina  State  Library  Processing  Center  is  a service  which 
receives  book  orders  from  participating  libraries;  consolidates  them 
and  then  orders,  classifies,  catalogs,  and  processes  the  books;  and 
prepares  catalog  and  shelf-list  cards.  The  books  are  sent  to  the 
libraries  ready  for  circulation  except  for  property  stamping  and  copy 
number. 


PURPOSE 

The  Center  seeks  to  offer  a partial  solution  to  the  problem  of  lack 
of  trained  personnel.  The  release  of  personnel  from  technical  and 
clerical  routines  will  enable  more  time  to  be  devoted  to  such  productive 
professional  activities  as: 

Improving  reference,  reader’s  advisory,  and  bookmobile  services 
Selecting  bookB 

Providing  for  in-service  training  of  non-professional  staff  members 
Improving  administrative  plans  and  activities 
Enlarging  the  service  area,  while  using  the  same  staff 
Developing  community  contacts  and  offering  improved  services  to 
groups 

Building  a better  public  relations  program  previously  impossible 
because  of  lack  of  time. 

It  is  also  believed  that  participation  in  the  Center  will  help  those  who 
have  card  catalogs  already  established  to  continue  to  give  good  service, 
and  it  will  give  those  who  do  not  have  catalogs  opportunity  to  begin  them. 

ORGANIZATION  AND  ADMINISTRATION 

The  Center  was  organized  under  the  administration  and  guidance  of  the 
State  Library.  Its  staff  oonsists  of  a director,  an  assistant  librarian, 
two  typists,  a stenographer-bookkeeper,  and  a page.  The  Center  is  located 
in  the  basement  of  the  State  Library. 

WHO  MAY  PARTICIPATE 

Any  public  library  in  North  Carolina  may  contract  for  service  from  the 
Center,  but  only  county  and  regional  libraries  which  qualify  for  State 
Aid  are  eligible  to  apply  for  Federal  Aid  grants. 

FINANCING 

The  Center  was  established  with  funds  from  the  Library  Services  Act. 

Expense  to  each  library  is  the  actual  cost  of  book  at  lowest  possible 
disoount,  plus  a processing  fee  of  750  per  volume.  This  fee  will  be 
reduced  as  the  volume  of  books  increases  and  the  unit  processing  costs 
are  decreased.  County  or  regional  library  boards  may  apply  for  Federal 
Aid  funds  to  meet  or  help  meet  the  processing  fee.  Counties  which  are 
lOCf/o  rural  may  apply  for  funds  to  meet  the  total  cost  of  processing  their 
books.  Counties  which  are  partially  rural  may  apply  for  the  percentage 
of  the  processing  cost  equal  to  the  percentage  of  their  rural  population. 
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ORDERING 

Book  selection  is  handled  by  each  librarian  and  remains  wholly  the 
prerogative  of  the  individual  library.  Multiple  order  forms  are 
supplied  by  the  Center  to  participating  libraries.  One  form  is  used 
for  each  title  ordered.  The  Center  consolidates  all  orders  and  sends 
them  to  a jobber  at  least  twice  a week.  It  is  anticipated  that  the 
Center  will  receive  larger  discounts  through  quantity  ordering  and  this 
saving  will  be  passed  on  to  the  library. 

CLASSIFICATION  AND  CATALOGING  BY  THE  CENTER 

In  the  interests  of  speed  and  economy  all  classifying  and  cataloging 
must  be  uniform  and  kept  as  simple  as  will  answer  patrons'  needs. 
Library  of  Congress  proofsheets  and  other  pre-publication  media  are 
used,  cards  and  pockets  are  quickly  duplicated  by  the  Xerox  and 
Multilith  machines,  and  catalog  cards,  book  cards,  and  pockets  are 
usually  waiting  for  the  books  when  they  are  received. 

PROCESSING  BY  THE  CENTER 


Processing  includes: 

Required  number  of  sets  of  catalog  cards 
Shelf-list  card(s) 

Two  book  cards  per  volume  (one  white,  one  oolored) 

Lettering  on  a spine  label 
Date  card 
Book  pocket 
Plastic  jacket 

The  shelf-list  card  will  be  a main  entry  form  with  space  left  for  the 
library  to  insert  any  information  it  wishes.  The  pink  slip  of  the 
multiple  order  form,  with  price  of  book  and  source  noted  on  it,  accompanies 
the  book  when  it  is  delivered.  Property  stamping,  assigning  accession 
or  copy  number  to  each  book,  as  well  as  adding  information  to  the  shelf- 
list  card,  is  the  responsibility  of  the  individual  library. 

SHIPPING  OF  PROCESSED  BOOKS  BY  THE  CENTER 

Processed  books  are  shipped  to  the  headquarters  library  (no  books  will 
be  shipped  directly  to  branches)  at  least  once  a week,  or  as  often  as 
daily  if  the  volume  warrants,  by  mail  or  express.  Costs  of  shipping  are 
included  in  the  750  processing  charge. 

BILLING  OF  LIBRARIES  BY  THE  CENTER 

At  the  end  of  each  month  libraries  are  mailed  statements  showing  the 
amount  due  for  the  books  purchased  and  the  amount  of  the  processing 
charge . 

The  Center  seeks  to  cut  the  time  it  presently  takes  participating  libraries 
to  order  and  process  books. 

FINAL  DECISIONS  CONCERNING  CATALOGING  PRACTICES,  COLOR  OF  SECOND  BOOK  CARD, 
LOCATION  OF  POCK ET , ETC.,  WILL  BE  MADE  BY  AGREEMENT  AMONG  LIBRARIES  WHICH 
PARTICIPATE  IN  THE  CENTER. 
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STATEMENT  OF  INTENT  TO  PARTICIPATE 
NORTH  CAROLINA  STATE  LIBRARY  PROCESSING  CENTER 
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The  _ 
State 


(Name  of  Library) 
Library  Processing  Centers 


wishes  to  participate  in  the  North  Carolina 


Now 

Later 

Not  at  all 

I shall  be  glad  to  furnish  data  upon  request  which  will  be  used  in  establishing 
cataloging  and  preparation  procedures. 


I desire  additional  information  (list  questions) 


Signed_ 


(Librarian) 


Return  to  State  Library  by  February  15,  i960 


- 
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County  or  Region 
Date 


SAMPLE 


NORTH  CAROLINA  STATE  LIBRARY  PROCESSING  CENTER 

APPLICATION  FOR  FEDERAL  AID 

1959-1960 


The  agrees  to  meet  the  following  requirements  in  order 

(Name  of  Library) 

to  qualify  for  Federal  Funds  to  pay  $ of  the  cost  of  processing  its  new  books 

at  the  Center.  (The  allocation  is  prorated  on  the  basis  of  the  percentage  of  rural 
population. ) 

1.  Provide  a catalog  cabinet  and  keep  cards  filed  accurately. 

2.  Spend  a minimum  of  80$  per  year  of  its  book  budget  through  the 
Center.  (Does  not  apply  1959-60) 

3.  Spend  approximately  l/4  of  its  book  budget  each  quarter  of  the  year 
to  maintain  an  even  flow  of  books  through  the  Center. 

4.  Pay  to  the  Center  a service  fee  of  75£  per  volume  processed. 

5.  Accept  the  manner  and  style  of  centralized  book  processing,  including 
cataloging  and  classification  procedures  and  choice  and  quality  of 
materials  used  as  determined  by  the  Center. 

The  rural  percentage  of  the  population  of  the  area  served  by  the  library  is 

percent. 

We  estimate  that  volumes  will  be  purchased  between  March  15  and  August  1, 

I960. 


Signed  

Chairman  of  Library  Board 


Librarian 


( 
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NORTH  CAROLINA  STATE  LIBRARY  PROCESSING  CENTER 
Memorandum  #2 
March  11,  i960 


To:  Participating  Libraries 

From:  Marion  M.  Johnson,  Director 


The  basement  of  the  State  Library  building  is  ready  for  occupancy 
by  the  new  Processing  Center.  A colorful  green  asphalt  tile  floor 
has  been  laid,  the  walls  painted,  and  supplies  are  beginning  to 
arrive . 

The  installation  of  the  card  duplicating  equipment  will  take  longer 
than  we  had  anticipated.  You  will  be  notified  when  we  are  sure  of 
our  opening  date.  Meanwhile,  perhaps  you  will  wish  to  continue  to 
order  and  process  locally  books  for  which  there  is  current  demand. 

Titles  which  you  want  the  Processing  Center  to  order  and  process 
could  be  held  until  we  can  supply  you  with  order  slips  and  ordering 
instructions . 

The  official  application  for  Federal  Aid  funds  to  be  used  for 
Processing  Center  purposes  will  be  sent  to  eligible  libraries  as 
soon  as  we  have  a definite  date  for  opening.  We  hope  it  will  be 
early  in  April. 

Procedures  are  to  be  determined  according  to  agreement  by  participating 
members,  keeping  in  mind  that  all  functions  within  the  Center  must  be 
standardized  uniformly  for  every  participating  library.  Deviation  from 
established  procedures  results  in  increased  costs  and  loss  of  time  and 
defeats  the  very  nature  of  cooperative  processing.  The  agreements  which 
were  reached  at  the  April  14 , 1959 1 meeting  and  the  Processing  Center  ques- 
tionnaire have  proven  to  be  helpful  in  a preliminary  formulation  of  pol- 
icies. There  appears  to  have  been  a clear  consensus  on  most  matters  of 
classification,  cataloging,  and  physical  preparation.  A copy  of  these 
decisions  is  being  sent  to  you.  We  are  also  enclosing  two  copies  of  a 
short  questionnaire  concerning  those  procedures  about  which  there  is 
some  doubt.  Please  give  this  questionnaire  your  prompt  attention  and 
return  one  copy  to  the  State  Library,  Box  2889 , by  March  21,  i960. 


' 


. 

. 


AGREEMENTS  REACHED  BY  LIBRARIES  PRESENTLY  PARTICIPATING 

IN  CENTER 


The  Center  will* 

1.  Supply  multiple  order  forme  to  participating  libraries* 

2.  Buy  hooka  where  beat  discounts  are  obtainable  and  service  is  good. 

3*  Assign  classification  numbers,  including  such  special  markings  as  SC 
for  short  3tory  collections ; B for  individual  biography}  E for  easy 
books,  except  where  subject  content  warrants  Dewey  number  (then  Dewey 
number  is  to  be  preceded  by  "J"  rather  than  "E")}  J for  juvenile  books 

4,  Use  facsimile  of  Library  of  Congress  cards  or  type  catalog  cards* 

5.  Use  author’s  name,  or  main  entry,  as  it  appears  on  the  Library  of 
Congress  card,  or  as  established  by  the  Center.  Furnish  cross  ref- 
erences from  title  page  name  when  there  is  a difference. 

6*  Furnish  requested  number  of  sets  of  catalog  cards  and  shelf-list  cards 

7*  Supply  two  book  cards  for  all  books,  one  white  and  one  colored. 

8.  Panto  pockets  in  back  of  books. 

9.  Put  plastic  jacket  on  all  adult  books  and  on  selected  titles  of 
juvenile  books  which  are  not  prebound. 

10*  Type  lettering  on  a opine  label  when  plostic  jackets  are  used  or 

letter  directly  on  spine  with  electric  stylus  when  books  do  not  have 
plastic  jackets. 


Participating  libraries  will: 

1,  Use  order  forms  provided  by  the  Center. 

2*  Indicate  "Prebound"  on  order  slips  when  desired  and  give  preference 
of  binder  among  the  two  or  three  listed  by  the  Center. 

3.  Put  property  stamp  on  eu.eh  book. 

4.  Assign  accession  or  copy  number  to  each  book. 

5.  Add  shelf-list  information  to  extra  card  which  will  be  supplied  by 
the  Conior. 


' 
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PROCESSING  CENTER  QUESTIONS 


81 


I.  Catalog 

A.  Do  you,  at  present,  have  a card  catalog  with  author,  title  and  subject 
cards? 


yes  no 

B.  If  yes,  answer  1 through  J>: 

1.  Do  you  agree  to  the  use  of  Library  of  Congress  subject  headings,  even 
though  you  have  been  using  Sears? 

yes  no 

2.  Do  yo  desire  many  cross  references? 

yes  no 

3*  Do  you  wish  cross  references  to  be  made  only  when  a change  is  made 
in  an  already  existing  heading  used  by  Library  of  Congress? 

yes no 

II.  Call  number  (number  in  order  of  preference) 

Classification  number  only,  (e.g.  398) 

Include  initial  of  author's  surname,  (e.g.  398) 

( H ) 

Include  first  two  initials  of  author's  surname,  (e.g.  398) 

( Hu) 


III.  Young  adult  titles  (please  check) 

Classified  with  adult  books  and  designated  by  a bar  over  the 

classification  number,  or  a bar  only  on  fiction. 

Classified  as  Y 

Other  (specify) 


IV.  Book  cards 


Two  book  cards  will  be  furnished  for  all  circulating  titles,  one  white  and 

one  colored.  The  color  of  the  second  book  card  should  be (1st  choice), 

(2nd  choice),  (3rd  choice). 

V.  Date  Due  slips 

It  will  be  impractical  to  use  a 3"x5"  date  due  slip,  for  the  plastic  jacket 
will  be  attached  to  the  back  cover;  pockets  will  be  pasted  on  the  back  end 
paper  to  stay  clear  of  the  jacket. 

Therefore,  please  check  preference: 

Date  due  card  (3"x5")  placed  in  pocket  of  book. 

Half  size  (5Mxl>&")  date  due  slip  pasted  beside  pocket. 

Other  (specify) 
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VI.  Book  club  subscriptions  (please  check) 

Do  you  wish  us  to  handle  your  subscriptions  to l 

Junior  Literary  Guild 

Young  People’s  Literary  Guild 

Literary  Guild 

Crime  Club 

Double  D Westerns 

VII,  Do  you  have  any  special  problems  which  are  not  inoluded  in  the  Questionnaire? 
(Please  list) 


■ 


' 

(fl  »W(«i 

Ml 


33 


NORTH  CAROLINA  STATE  LIBRARY  PROCESSING  CENTER 
MEMORANDUM  # 3 
MARCH  31,  I960 

TO:  PARTICIPATING  LIBRARIES 

FROM:  MARION  M.  JOHNSON,  DIRECTOR 

SUBJECT:  APPLICATION  FOR  FEDERAL  FUNDS  TO  PARTICIPATE  IN  THE 
PROCESSING  CENTER 


) 

Your  application  for  Federal  funds  to  participate  in  the 
Processing  Center  is  enclosed.  Please  fill  out  and  return 
not  later  than  April  15. 

The  reason  you  are  being  asked  to  estimate  the  number  of 
books  which  you  will  be  purchasing  through  the  Center  between 
now  and  August  1 is  that  we  wish  to  supply  you  with  enough 
processing  funds  to  tide  you  over  until  the  next  allocation 
is  received  from  Washington.  The  fiscal  year  is  not  being 
changed;  it  still  runs  from  July  1 through  June  30* 

Please  keep  in  mind  when  you  estimate  the  number  of  books 
which  you  wish  the  Center  to  handle  that,  in  the  beginning, 
there  will  be  some  delay  between  the  receipt  of  your  orders 
by  us  and  the  delivery  of  the  processed  books  to  your  library. 
This  will  be  due  to  two  factors:  (l)  Equipment  and  supplies 
essential  to  the  operation  have  not  been  delivered.  (2)  The 
staff  is  new  and  muBt  be  trained.  You  are  not  being  asked  to 
place  80%  of  the  balance  of  your  book  funds  with  us  during 
these  first  months.  You  may  wish  to  continue  to  order 
locally  books  which  you  need  at  once  and  to  send  us  those 
orders  which  are  not  rush. 

We  will  go  into  full  operation  as  soon  as  possible.  We 
know  we  can  count  on  your  patience  during  the  interval  of 
adjustment . 


- 


' 
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Region  or  County 

Library 

Date 


NORTH  CAROLINA  STATE  LIBRARY  PROCESSING  CENTER 
APPLICATION  FOR  FEDERAL  FUNDS 


The  

(Name  of  Library) 
for  a Federal  aid  grant  for  the 
books  at  the  Center. 


Library  hereby  applies 

ordering  and  processing  of  its  new 


The  Library  Board  agrees  to  the  following  requirements: 

1.  Provide  a catalog  cabinet  and  keep  cards  filed  accurately. 

2.  Spend  a minimun  of  80%  per  year  of  its  book  budget  through  the 
Center.  (Does  not  apply  1959-60) 

5*  Spend  approximately  )4  of  its  book  budget  each  quarter  of  the 
year  to  maintain  an  even  flow  of  books  through  the  Center. 

(Does  not  apply  to  1959-60) 

4.  Pay  to  the  Center  a service  fee  of  75#  per  volume  processed. 

5.  Accept  the  manner  and  style  of  centralized  book  processing, 
including  cataloging  and  classification  procedures  and  choice 
and  quality  of  materials  used  as  determined  by  the  Center. 

6.  Give  written  notice  60  days  prior  to  the  end  of  the  fiscal 
year  and  return  all  unused  Processing  Center  funds  if  there  is 
a desire  to  terminate  the  relationship. 

We  estimate  that volumes  will  be  ordered  through  the 

Center  between  April  and  August  1,  I960.  The  rural  population  of  the 
area  served  by  the  Library  is per  cent  of  the  total  population. 

Signed : 

(Chairman  of  the  Library  Board) 

(Librarian) 


(do  not  write  below  this  line) 


— volumes 
per  volume 

1st. 

payment 

processing  cost 

2nd. 

payment 

% rural 

amount  of  grant 

Total 
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North  Carolina  State  Library 
Processing  Center 
April  1,  i960 
Memorandum  fj-b 


To:  Participating  Libraries 

From:  Marion  M.  Johnson,  Director 

Subject:  Ordering  Routines 

1.  Multiple  copy  order  forms  are  being  sent  to  you  under  separate  cover. 

Forms  will  be  supplied  as  you  need  them.  Notify  us  when  your  supply  is  low 

2.  You  may  send  orders  to  the  Center  any  time  after  you  receive  the  forms. 

3.  Fill  out  the  forms  using  the  enclosed  sample  as  a guide. 

a.  Author-  (1)  last  name,  (2)  first  name,  or  two  initials. 

b.  Title-  as  given  in  the  book  selection  tool  you  are  using. 

c.  Publisher-  name  as  given  in  the  book  selection  tool  or  CBI. 

d.  Year-  copyright  date  as  given  in  book  selection  tool. 

e.  Volumes-  necessary  only  when  there  are  2 or  more  volumes  in  a set. 

f.  Series-  use  only  when  definitive;  e.  g.  NPC  (New  Pocket  Classics) 

g.  Edition-  use  only  when  other  than  latest  copyright  date  or  edition 
is  desired. 

h.  Book  selection  source-  indicate  the  source  of  your  selection,  date 
of  the  issue,  and  page  number  (see  abbreviations  on  the  following 
page)  THIS  EXPEDITES  THE  SERVICE  BY  HELPING  THE  CENTER  TO  IDENTIFY 
THE  BOOK  AND  TO  PRE-CATALOG. 

i.  Prebound  requested-  check  only  if  you  want  prebound. 

j.  Library  name-  identify  your  library,  e.g.  Stanly,  Fontana,  AMY,  etc 

or  use  your  identification  number  which  is 

k.  Cost-  leave  blank;  we  will  add  the  net  price  in  this  space  when  we 
return  the  pink  order  slip  to  you. 

l.  Date  ordered-  use  date  you  send  the  order  to  the  Center. 

m.  Sets-  indicate  in  the  upper  right  hand  corner  the  number  of  sets  of 
catalog  cards  and  shelf  list  cards  you  need  for  the  title,  e.g. 

2 cat.  1 shelf. 

n.  Class  no.-  leave  blank,  unless  the  title  you  are  ordering  is  an 
Added  Copy  and  you  want  to  continue  the  classification  number  pre- 
viously used.  If  so,  put  AC,  for  "added  copy",  and  classification 
number  used  in  your  library.  If  you  want  additional  sets  of 
catalog  cards,  indicate  as  in  "m",  otherwise  catalog  cards  will 
not  be  sent  for  added  copies. 

o.  List  price-  give  price  indicated  in  the  book  selection  source. 

p.  Dealer-  leave  blank  for  books  in  publisher ' s binding  unless  sale  is 
to  be  credited  to  Watson  Lambeth.  In  this  case,  write  "Doubleday". 
If  you  prefer  a certain  jobber  for  your  prebounds,  designate  here. 

q.  No.  of  copies-  designate  the  number  of  copies  (or  sets  of  volumes) 
of  this  title  you  are  ordering. 
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4.  Send  slips  #1,  #2,  #3,  #4,  to  the  Center,  still  attached  with  carbons. 
Retain  #5  (stiff  card)  for  your  files. 

5.  Please  see  that  sufficient  postage  is  used  in  mailing  your  orders  to  us. 
Postage  due  will  delay,  and  you  might  run  the  risk  of  losing  an  order 
altogether.  If  sent  first  class,  your  orders  will  reach  their  destina- 
tion more  quickly. 

6.  The  pink  slip  will  be  returned  to  you  with  the  processed  book.  This 
slip  will  indicate  the  book’s  net  price.  A monthly  statement  will  be 
mailed  to  you  at  the  end  of  the  month.  The  total  of  the  net  prices  on  the 
pink  slips  will  equal  amount,  ’’Books  Purchased",  on  the  statement.  The 
processing  fee  will  appear  as  a separate  item  on  the  same  statement. 

Your  check  for  total  charges  should  be  made  payable  to  N.  C.  State 
Library  - Federal  Aid. 

7.  As  you  send  your  orders  to  the  Center,  they  will  be  coordinated  and 
sent  to  the  jobber  once  a week  or  oftener. 

Sources  frequently  used  in  ordering  and  the  abbreviations  for  indicating  them. 
(Other  sources  should  be  written  out  in  full) 

BB  Book  Buyers  Guide 

BR  Book  Review  Digest 

B Booklist 

C Children's  Catalog 

F Fiction  Catalog 

HT  Herald  Tribune  Book  Review 

HB  Horn  Book 

LJ  Library  Journal 

NYT  New  York  Times  Book  Review 

BS  North  Carolina  State  Library  Book  Suggestions 

PW  Publishers  Weekly 

SR  Saturday  Review 

SH  Standard  Catalog  for  High  School  Libraries 

SP  Standard  Catalog  for  Public  Libraries 


NORTH  CAROLINA  STATE  LIBRARY  PROCESSING  CENTER 
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MEMORANDUM  H 5 
APRIL  19,  I960 

TO:  MEMBER  LIBRARIES 

FROM:  MARION  M.  JOHNSON,  DIRECTOR 

SUBJECT:  CATALOGING  POLICIES 

THE  FOLLOWING  CATALOGING  POLICIES  HAVE  BEEN  ESTABLISHED: 

CLASSIFICATION 

Dewey  classification  numbers  will  be  used.  Library  of  Congress 
proofsheets,  Booklist,  the  Standard  Catalogs,  and  the  National 
Union  Catalog  will  be  used  in  assigning  numbers.  The  numbers  may 
be  simplified  and  shortened  when  feasible,  to  make  them  more  nearly 
uniform  with  already  established  collections.  The  first  initial 
of  the  author's  surname  will  be  used  below  the  classification 
number: 

328.1 

L 

AUTHOR  ENTRY 

The  author's  name,  or  main  entry,  as  it  appears  on  the  proof- 
sheet,  or  as  established  by  the  cataloger,  will  be  used.  Cross 
references  will  be  supplied  from  the  author's  names  not  chosen 
to  the  form  of  the  name  selected  for  entry.  The  established 
name  will  be  lettered  on  the  spine  of  all  books  written  under  a 
pseudonym . 

TRANSLATORS,  ILLUSTRATORS,  EDITORS,  ETC. 

Added  entries  will  not  be  made  for  translators,  illustrators, 
joint  authors  and  editors,  unless  of  importance  and  there  is  a 
special  reason  for  doing  so. 

SUBJECT  HEADINGS 

Library  of  Congress  subject  headings  will  be  used,  making 
possible  the  utilization  of  the  subject  headings  on  the  proof- 
sheet.  However,  the  headings  may  be  modified  to  best  suit  the 
needs  of  smaller  collections.  Cross  references  will  be  made 
only  when  a change  is  made  in  an  already  existing  heading  to  make 
it  conform  to  current  usage.  Also,  if  feasible,  cross  references 
will  be  furnished  from  the  Sears  form  of  the  heading  to  the  Library 
of  Congress  form. 

BIOGRAPHY 

"B"  will  be  used  for  biography,  followed  by  the  surname  of  the 
biographee.  Collective  biography  will  be  classified  as  920, 
followed  by  the  first  letter  of  the  surname  of  the  author  or 
editor : 

B 920 

Lincoln  A 
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FICTION 

No  symbol  will  be  used  for  fiction  on  catalog  cards,  shelf  cards, 
pockets,  or  book  cards*  Mysteries,  westerns,  and  science  fiction 
will  have  printed  symbol  labels  on  the  spine  of  the  book  jacket. 

SHORT  STORIES 

A collection  of  short  stories  by  several  authors  will  be  classified 
as  "S.C." : a collection  of  the  stories  of  a single  author  will  be 
classified  as  fiction. 

JUVENILE 

In  the  separation  of  adult  and  juvenile  titles,  material  primarily 
intended  for  use  through  the  age  of  13  will  be  considered  as  juvenile. 
Reading  levels  from  age  9 through  age  13  will  be  designated: 

J (fiction)  J 

528.1 

L (nonfiction) 

Picture  books  and  material  for  the  age  of  8 and  under  will  be  design- 
ated by  "EM . Whan  the  subject  matter  of  easy  books  merits  Dewey  classi- 
fication, the  Dewey  number  will  be  preceded  by  ,,J"  rather  than  "En. 

YOUNG  ADULT 

Books  suitable  for  young  people,  age  14  up,  will  be  classified  with 
adult  books  and  designated  by  a bar  over  the  classification  number, 
or  by  a bar  only  on  fiction® 

REFERENCE 

Reference  volumes  which  are  usually  non-circulating,  will  be  marked 
"RM  above  the  classification  number.  It  will  be  assumed  that  en- 
cyclopedias, large  atlases,  dictionaries,  and  yearbooks  are  reference. 

If  they  are  to  be  circulating,  you  will  want  to  inform  the  Center. 

NORTH  CAROLINA 

Books  about  North  Carolina  will  have  "N.C."  lettered  on  the  spine. 
OVERSIZE 

No  special  marking  will  be  given  to  oversize  books. 


« . 
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NORTH  CAROLINA  STATE  LIBRARY 
PROCESSING  CENTER 
APRIL  19 » I960 
MEMORANDUM  #6 


The  telephone  number  of  the  Processing  Center  is: 

TE-4-3611 , Extension  7398 

Hours  are  the  same  as  those  of  the  State  Library  - Monday  through 
Friday,  8:30  AM  - 5*30  PM  (during  June  through  August  the  Center 
will  open  at  8 AM  and  close  at  5 PM).  The  Center  is  closed  Satur- 
days and  Sundays. 

We  shall  be  glad  for  you  to  call  us  at  any  time  during  the  above 
schedule.  We  also  hope  that  you  can  visit  us  soon. 


North  Carolina  State  Library- 
Processing  Center 
Memorandum  # 7 
June  22,  I960 

To:  Participating  Libraries 

From:  Marion  M.  Johnson,  Director 

The  Center  has  received  some  orders  for  Government 
Documents,  both  State  and  Federal.  Since  any  publication 
ordered  from  either  the  Superintendent  of  Documents  or 
State  agencies  must  be  paid  in  advance  we  are  requesting  that, 
for  the  present,  you  handle  these  orders  locally  and  not 
send  them  to  the  Center.  If,  however,  you  find  that  this 
imposes  a hardship  we  will  try  to  work  out  a solution. 

Several  members  have  asked  how  we  prefer  orders  to  be 
arranged  when  they  are  sent  to  the  Center.  We  use  title  ar- 
rangement for  everything.  So  if  you  can  send  us  your  orders 
by  title,  our  work  will  be  speeded  considerably. 

Your  library  has  been  assigned  the  following  identif icatio 

number: You  may  use  this  instead  of  the  library's 

name  when  typing  your  orders.  We  hope  that  this  will  save  you 


a little  time 
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North  Carolina  State  Library 
Processing  Center 
Memorandum  #8 
September  14,  i960 


To:  Participating  Libraries 

From:  Marion  M.  Johnson,  Director 

Twenty-nine  people  representing  twenty-six  public  libraries  attended 
the  meeting  of  Processing  Center  participants  which  was  held  at  the  State 
Library  on  September  8.  Mrs.  Elizabeth  Hughey,  State  Librarian,  presided. 
Following  a progress  report  by  Mrs.  Marion  Johnson,  Processing  Center 
Director,  and  a brief  outline  of  procedures  by  Mrs.  Doris  Talley,  Assistant 
Librarian,  Processing  Center,  a question  and  answer  session  relating  to 
operations  of  the  Center  was  held. 

The  remainder  of  the  meeting  was  devoted  to  an  open  discussion  of 
problem  areas  in  order  that  both  the  Center  and  the  members  could  better 
understand  each  other's  difficulties  and  so  that  decisions  helpful  to  every- 
one could  be  made. 

It  was  pointed  out  that  time  saved  by  the  Center  means  better  service 
to  the  libraries  and  reduced  processing  costs.  The  most  important  factors 
in  Bpeed  and  in  preventing  "back  logs"  are  pre-cataloging  and  the  preparation 
of  cards  and  pockets  before  the  book  arrives.  All  cataloging  is  done  from 
the  yellow  slip  so  that  the  book  itself  goes  from  invoice  checking  directly 
to  jacketing  and  pasting,  greatly  reducing  the  handling  of  the  book. 

If  the  book  selection  source  is  incompletely  given  on  the  order  slip 
(without  issue  or  page  number)  or  if  a source  is  listed  to  which  the 
cataloger  does  not  have  access,  much  valuable  time  is  consumed  in  seeking 
cataloging  information.  It  is  physically  impossible  to  catalog  books  after 
they  arrive  because  of  space  limitations  in  the  Center.  It  is,  therefore, 
necessary  that  books  handled  by  the  Center  are  listed  in  one  of  the  book 
selection  sources  that  accompanies  this  memo. 

Order  slips  must  be  accurately  and  completely  made  out.  This  not 
only  facilitates  the  cataloging  but  also  the  filling  of  the  order  by  the 
jobber. 

One  of  the  biggest  problems  has  been  the  fact  that  orders  for  certain 
titles  from  different  libraries  came  in  over  a long  period  of  time,  making 
it  impossible  to  estimate  the  number  of  cards  which  would  be  needed  by 
everyone  wanting  a particular  book.  Methods  to  enable  the  Center  to  con- 
solidate orders  for  duplicate  titles  were  discussed.  The  group  decided 
that  orders  for  current  books  could  be  placed  on  a certain  day  of  the  month 
that  the  book  is  to  be  published.  Book  Buyer *s  Guide  is  the  most  practical 
tool  to  use  for  ordering  books  before  publication;  therefore,  orders  for 
books  listed  therein  will  be  mailed  on  the  15^  day  of  the  month  in  which  the 
book  is  published.  Please  have  your  orders  for  these  books  in  the  Center 
before  the  l^to.  It  was  felt  that  this  will  result  in  higher  duplication 
of  titles  and  faster  shipment  to  the  libraries  of  books  which  are  in  current 
demand.  Libraries,  however,  do  not  need  to  do  this  unless  they  wish  a 
title  on,  or  noon  after,  publication  date. 
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It  was  stressed  that  the  success  of  the  Center  depends  upon  the  co- 
operation of  everyone#  Any  library  which  requests  deviation  from  any 
established  procedure  defeats  the  nature  of  cooperative  processing  and 
increases  the  costs  for  all# 

Attached  is  a summary  of  decisions  which  were  reached , investiga- 
tions which  are  to  be  madei  and  plans  for  future  activity.  Please  read 
this  very  carefully  and  send  the  Center  any  questions  you  have. 
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North  Carolina  State  Library  Processing  Center  Meeting 

September  8,  I960 


DECISIONS  MADE 

1*  Billing  will  be  changed  from  the  first  of  the  month  to  the  20U>  of  the 
month  in  order  to  meet  the  check  writing  schedule  of  most  of  the 
participants . 

2.  Notations  which  a participating  library  wishes  to  make  on  the  multiple 
order  forms  for  its  own  use  (such  as  indications  of  which  budget  to 
charge,  memorial  book,  etc.)  should  be  made  in  the  space  on  the 
lower  right  hand  corner  of  the  form  so  as  not  to  interfere  with  the 
Center’s  use  of  the  form. 

3*  The  requirement  that  80%  of  the  book  budget  be  spent  through  the  Center 
has  been  cancelled. 

4.  All  orders  for  books  before  publication  date  should  be  indicated  in 

the  space  for  DEALER  by  "pre-pub”  plus  the  date  of  publication; 
i.  e.  "pre-pub  Oct.  16." 

5.  In  order  to  help  achieve  maximum  duplication  of  orders  for  the  same 

title,  participating  libraries  are  requested  to  send  orders  for 
titles  they  wish  to  obtain  from  the  BOOK  BUYERS  GUIDE  to  reach  the 
Processing  Center  by  the  13tJ)  of  the  month. 

6.  Libraries  which  anticipate  that  they  will  want  extra  subject  cards 

for  a title  (such  as  historical  fiction  or  non-fiction)  may  request 
extra  shelf  cards  and  use  them  as  unit  cards  to  add  the  desired 
subject  headings. 

7.  Date  due  cards  will  henceforth  NOT  be  put  in  each  book.  A date  due 

card  for  each  book  shipped  will  be  included  in  the  box. 

8.  All  order  slips  will  be  returned  which  are  not  accurate  and  complete. 

9.  The  Center  will  not  accept  orders  for  books  which  are  not  listed  in 

one  of  the  following  sources: 

ABP  American  Book  Publishing  Record  - date,  page 
BB  Book  Buyers  Guide  - date,  page 

BR  Book  Review  Digest  - year,  page 

B Booklist  - date,  page 

BM  Bookman's  manual  - page 

C Children's  Catalog  - page 

F Fiction  Catalog  - page 

HT  Herald  Tribune  Book  Review  - date,  page 

LJ  Library  Journal  - date,  page 

NYT  New  York  Times  Book  Review  - date,  page 

NCSL  North  Carolina  State  Library  lists  - date 

PW  Publishers  Weekly  - date,  page 

SR  Saturday  Review  - date,  page 

SH  Standard  Catalog  for  High  School  Libraries  - page 

SP  Standard  Catalog  for  Public  Libraries  - page 
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INVESTIGATIONS  TO  BE  MADE  BY  THE  PROCESSING  CENTER  AND  REPORTED  LATER  TO 

PARTICIPATING  LIBRARIES 

1.  The  Center  will  investigate  with  Campbell  and  Hall  the  possibility  of 

ordering  special  offer  prepublication  books  advertised  in  the 
Campbell  and  Hall  catalog. 

2.  The  Center  will  consider  the  sale  of  extra  date  due  cards  to  libraries. 

3.  The  Center  will  consider  at  a later  date  ordering,  but  not  processing, 

for  participating  libraries  books  which  are  not  listed  in  the 
authorized  sources. 


EXTENSION  SERVICES  DIVISION  REQUESTED  TO: 

1.  Discontinue  monthly  Book  Suggestions  list  and  substitute  either  quarterly 

or  semi-annual  list  of  books  "too  good  to  miss.” 

2.  Initiate  replacement  lists  of  books  in  various  subject  areas  and  fiction. 

These  lists  will  list  source  and  will  contain  only  books  in  print. 


PARTICIPATING  LIBRARIES  WERE  REQUESTED: 

1.  To  send  to  the  Processing  Center  an  estimate  of  the  number  of  extra 

date  due  cards  they  were  likely  to  buy  per  year  from  the  Processing 
Center  if  this  can  be  worked  out. 

2.  TO  send  to  the  Extension  Services  Division  their  preferences  of  subject 

areas  to  be  covered  first  by  the  Division's  proposed  new  lists. 
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North  Carolina  State  Library 
Processing  Center 
Memorandum  #9 
October  26,  I960 

To:  Participating  Libraries 

From:  Marion  M.  Johnson,  Director 

Re:  Filing  code 

Enclosed  are  rules  which  should  prove  adequate  for  filing 
cards  in  the  dictionary  catalog  of  a small  library.  Sources 
used  were  A.  L.  A.  Rules  for  Filing  Catalog  Cards;  Pittsburgh, 
Carnegie  Library,  Rules  for  Filing  Cards;  and  Akers,  Simple 
Library  Cataloging. 

Perhaps  your  library  has  already  adopted  a filing  code 
which  you  will  wish  to  continue  to  follow.  Be  sure  that  any 
change  is  an  improvement  before  deciding  to  refile  a portion 
of  or  an  entire  catalog. 
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NORTH  CAROLINA  STATE  LIBRARY  PROCESSING  CENTER 
CODE  FOR  FILING  CARDS  IN  THE  DICTIONARY  CATALOG  OF  A SMALL  LIBRARY 

Basic  Rule: 

In  a dictionary  catalog  all  the  cards  are  arranged  in  one  alphabeti- 
cal file,  regardless  of  the  type  of  cards*  The  cards  are  alphabeted 
letter  by  letter  and  then  word  by  word  until  the  end  of  the  line. 
Follow  the  general  principle  of  arranging  "nothing  before  something," 

Abbreviations: 

Arrange  abbreviations  as  if  spelled  in  full  and  elisions  as  if  one 
word.  Initials  standing  for  names  of  associations  are  to  be  regarded 
as  abbreviations. 

Example 

A B C of  swimming. 

American  Iron  and  Steel  Association. 

American  Library  Association. 

A.  L,  A,  booklist. 

A.  L.  A.  catalog. 

Dr.  Latimer. 

Dr.  Luke. 

Dr.  North. 

Mr.  Dooley. 

Mrs.  Jones. 

Mozart,  W.  A. 

Who  goes  there? 

Who’d  be  king? 
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Who’s  Who„ 
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Ar range 
arrange 


Whose  home  is  the  wilderness*, 
proper  names  beginning  with  M’  or  Me  as  if  spelled  Mac; 

St.  or  Ste,  as  if  spelled  Saint  or  Sainte0 

Example 

Maclaren,  J.  M.  Saint  Pierre,  J.  H.  Bernardin  de. 

M’Laren,  J.  T.  St.  Vincent,  J.  J« 

McLaren,  L.  L©  Ste.  Anne  des  Monts© 

M'Laren,  R©  S©  Sainte-Bueve,  C.  A. 


Ampersand: 

Alphabet  the  character  as  "and",  "et",  "und",  "etc,"  according 
to  the  language  used. 

Example 

Art  & craftsmanship. 

Art  & artistes  au  ISe  sie’cle© 

Aucassin  and  Nicolete. 

Aucassin  et  Nicolete. 


Articles: 

Disregard  an  article  at  the  beginning  of  an  entry,  but  consider  it 
if  it  is  not  the  first  word. 


Example 

The  man  of  his  time0 
Man  of  mark. 

A man  of  the  age. 

Man  of  the  world. 


The  man  of  yesterday 


~ 
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Author  Arrangment: 

Under  an  author1 s name,  personal  or  corporate,  arrange  the  entries 
in  two  files:  (l)  works  by  the  author:  (2)  works  about  the  author. 

(1)  Arrange  in  one  file  all  the  entries  for  a person 
as  author,  joint  author,  compiler,  editor,  illus- 
trator, translator  and  general  added  entry.  Sub- 
arrange alphabetically  by  the  title  of  the  book. 
Alphabet  an  author  analytic  by  the  title  of  the 
analytic,  not  by  the  title  of  the  book. 

(2)  Arrange  in  a second  file  the  entries  for  works 
about  the  author,  arrange  these  secondarily  by 
the  author  of  the  book;  if  it  is  an  analytical 
entry,  arrange  secondarily  by  the  author  of  the 
analytic. 

Example 

Lang,  Andrew,  1844-1912 <> 

Ballads  of  books. 

Lang,  Andrew,  1844-1912. 

A batch  of  golfing  papers. 

Lang,  Andrew,  1844-1912,  comp. 

Blue  poetry  book. 

Lang,  Andrew,  1844-1912. 

Complete  works. 

Lang,  Andrew,  1844-1912. 

Homer  and  anthropology,  p.  44-65. 

Marrett,  Robert  Ranulph,  1866-1943* 

Anthropology  and  the  classics. 


\ 
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Lang,  Andrew,  1844-1912, 

Homer  and  the  Epic, 

Lang,  Andrew,  1844-1912,  tr, 

Homer. 

Iliad;  tr.  by  Andrew  Lang, 

Lang,  Andrew,  1844-1912,  tr, 

Homer, 

Odyssey;  tr„  by  Andrew  Lang. 

LANG,  ANDREW,  1844-1912. 

Gosse,  Sir  Edmund  William,  1849-1928. 

Andrew  Lang. 

LANG,  ANDREW,  1844-1912. 

James,  Henry,  1843-1916. 

Langs  a biography. 

Bibles 

Arrange  Bible  entries  as  follows,  interfiling  all  entries  begin- 
ning with  the  word  Bible  in  one  alphabet. 

Example 

Bible • 

The  Holy  Bible. 

Bible. 

The  Scofield  reference  Bible. 

BIBLE. 

BIBLE  AND  SCIENCE. 


BIBLE  - ANTIQUITIES 


5 1) 
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Bible 

as  literature. 

Bible 

beautiful. 

BIBLE 

- BIBLIOGRAPHY. 

Bible. 

N.  T. 

Bible, 

N.  T. 

Gospels. 

Bible. 

0.  T. 

BIBLE. 

0.  T. 

Bible. 

0.  T. 

Amos, 

Bible, 

0.  T. 

Daniel, 

BIBLE • 

0.  T. 

DANIEL. 

BIBLE. 

0.  T. 

- HISTORY 

Bible. 

0.  T. 

Pent at eu 

Bible. 

Selections, 

BIBLE  ■ 

- VERSIONS. 

Compound  Names: 

Arrange  personal  surnames  compounded  of  two  or  more  words  after  the 
simple  surname,  interfiled  in  alphabetical  order  with  titles  and 
other  headings  beginning  with  the  same  word* 

Example 

Smith,  Woodrow, 

Smith  College, 

Smith  Hughes,  Jack, 

Smith-Masters,  Margaret  Melville, 


Elisions: 


See  Abbreviations 
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Foroname  Entries: 

Arrange  a forename  entry  after  the  surname  entries  of  the  same  name, 
interfiling  with  titles  and  other  headings  beginning  with  the  same 
word.  Include  compound  forename  entries.  Alphabet  with  regard  to 
all  words,  articles  and  prepositions  included.  Disregard  a numeral 
following  a forename  except  when  necessary  to  distinguish  between 
forenames  with  the  same  designation. 

Example 

Charlemagne, 

Charles,  Robert  Henry. 

Charles  d* Orleans. 

Charles,  duke  of  Burgundy. 

Charles  Edward,  the  Young  Pretender, 

Charles  I,  Emperor  of  Austria. 

Charles  V,  Emperor  of  the  Holy  Roman  Empire. 

Charles  VIII,  King  of  France, 

Charles  I,  King  of  Great  Britain, 

Charles  II,  King  of  Great  Britain, 

Charles  VII,  King  of  Sweden. 

Charles  the  Bold, 

Charles  the  Second,  (title  of  a book) 

Charleston,  S.  C. 

Charleston,  historic  and  romantic. 

Charleston,  historic  city  of  gardens. 


History: 

When  the  history  of  a country  is  subdivided  by  periods  or  events,  these 
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subdivisions  are  arranged  chronologically,  not  alphabetically. 

Example 

U,  S,  - HISTORY  - COLONIAL  PERIOD. 

U.  S.  - HISTORY  - REVOLUTION. 

U.  S.  - HISTORY  - WAR  OF  1812. 

Ue  S.  - HISTORY  - CIVIL  WAR. 

U.  S.  - HISTORY  - RECONSTRUCTION  PERIOD. 


Hyphened  words: 

Arrange  as  if  separate  words,  disregarding  the  hyphen. 

Example 


Happy  home. 

Happy-thought  hall. 

Happy  thoughts. 

Arrange  as  one  word,  words  with  a hyphened  prefix,  such  as,  anti-,  co-, 
inter-,  non-,  post-,  pre-,  re-,  trans-,  etc. 

Example 


Coe. 

Co-education. 

Coerne,  Louis  Adolphe. 
None. 

Non-ferrous o 


Trans-Allegheny. 

Transatlantic. 

Trans-Caucasian. 

Transcendentalism. 


Initials: 

Arrange  all  entries  beginning  with  initials  only  before  those  be- 
ginning with  full  words  of  same  initial  letter.  File  initials 
standing  for  the  name  of  a person  before  those  beginning  a title. 


Example 


T.,  H. 

T , } J , 

T.,  L.  G. 

T.,  V. 

See  also  abbreviations. 


T,  R,  in  cartoons, 

T,  Tembarom, 

Tabb,  John  Bainster, 
Table  talk. 


Names  compounded  of  two  words: 

Arrange  compound  names  consisting  of  two  or  more  words  as  separate 
words. 


Example 

New,  John, 

New  Hampshire, 

New  legion  of  Satan,  (Title,) 

New  Sydenham  Society, 

New  thought, 

Newark, 

Newfoundland. 

Newspapers. 

But  arrange  as  single  words  compound  words  which  are  printed  as  one. 

Example 

Book-binding.  See  Bookbinding. 

Book-keeping. 

Book-plates. 

Bookbinding. 

Bookkeeping  for  retail  stores. 

Books  and  reading. 

Bookselling. 
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Naraes  with  a Prefix: 

Arrange  a name  with  a prefix  as  one  word. 

Example 


Demonstration. 

Leslie 

Demophilus . 

Le  Soudier, 

De  Morgan. 

Lessing, 

Demosthenes. 

Saint-Amand, 

Ducal  palaces. 

Saint e-Beuve, 

Du  Chaillu. 

Saintly  lives. 

Duchess  of  Malfi, 

Sanford. 

Lame  dog*s  diary. 

San  Francisco. 

La  Motte  Fougue. 

Tenant  of  Wildfell  hall 

Lamplighter. 

Ten  Eyck. 

Numerals: 

Arrange  titles  beginning  with  numerals  as  if  the  figures  were  written 
out* 

Example 

Nineteenth  army  corps, 

19th  century  almanac. 

Nineteenth  century  prose. 


Order  of  entries: 

When  the  same  word,  or  combination  of  words,  is  used  as  the  heading 
of  different  kinds  of  entry,  arrange  the  entries  alphabetically  by 
the  word  following  the  entry  word.  Disregard  kind  of  entry  and  form 
of  heading,  except  as  follows: 

(l)  Arrange  personal  surnames  before  the  other  entries 
beginning  with  the  same  word. 
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(2)  Subject  entries  under  a personal  or  corporate  name 
are  to  be  filed  immediately  after  the  author  entries 
for  the  same  name. 

(3)  When  title  and  subject  headings  are  identical,  file 
the  title  entries  after  the  subject  entries. 

Example 

Buffalo,  William. 

BUFFALO,  WILLIAM  . 

Buffalo  Bill's  wild  West  show, 

Manchester,  Alfred. 

Manchester,  Arthur  Livingston. 

Manchester,  Daniel  W. 

Manchester,  Daniel  Wilbert. 

Manchester,  Roberto 

Manchester  Cathedral. 

Manchester  city  news. 

Manchester,  Eng.  Board  of  Education. 

Place  arrangement : 

(1)  File  entries  beginning  with  the  same  geographical 
name  in  one  alphabet,  arranging  by  the  word  follow- 
ing the  name,  disregarding  punctuation. 

(2)  Subject  entries  are  filed  immediately  after  the 
author  entries  of  the  same  heading. 

(3)  Two  or  more  places  of  the  same  name  are  alphabeted 
by  the  distinguishing  designation  following  the  name. 


■ 
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Example 

Washington  academy  of  science. 

Washington  and  Lee  university. 

Washington  council  of  social  agencies. 

Washington  county,  Ohio, 

Washington,  D.  C. 

WASHINGTON,  D.  C. 

Washington,  D.  C.  Chamber  of  commerce. 

Washington,  D.  C»  Conference  on  the  limitation  of 
armanents,  1921-1922. 

WASHINGTON,  D.  C.  - DESCRIPTION. 

Washington,  D.  C.  National  gallery  of  art, 
WASHINGTON,  D.  C.  - SOCIAL  LIFE  AND  CUSTOMS. 
WASHINGTON,  D.  C.  - WHITE  HOUSE. 

The  Washington  enterprise. 

Washington  humane  society,  Washington,  D.  C. 
Washington  merry-go-round. 

Washington,  Mt. 

Washington  (State) 

WASHINGTON  (STATE) 

Washington  (State)  Bureau  of  labor. 

Prefixes: 

See  Names  with  a prefix. 

Pseudonyms: 

A pseudonym  follows  a real  name  of  the  same  form. 

Example 


Andrew,  pseud 
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Andrew,  St* 

Andrew,  St.,  pseud. 

Andrew,  John. 

Andrew,  John,  pseud. 

Andrew,  John  Albion, 

Punctuation  Marks i 

"Disregard  punctuation  marks  and  apostrophes.  The  possessive  case 
singular  should  be  arranged  with  the  plural." 

Example 

Boys'  and  girls'  book. 

Boy's  book  of  rhyme. 

Boy's  Odyssey. 

Boys  of  1812, 

Boys  of  Fairport. 

Boys'  own  Book. 

References: 

"File  "See  also"  references  after  entries  of  the  same  headings  but 
before  further  subdivision  of  the  same." 

Example 

CHILDREN. 

CHILDREN.  See  also 
CHILDREN  - CARE  AND  TREATMENT. 

CHILDREN  - CARE  AND  TREATMENT . See  also 


CHILDREN  - CARE  AND  TREATMENT  - BIBLIOGRAPHY. 


il.„ 
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Subject  Arrangement: 

Arrange  a subject,  its  subheads,  etc.,  in  a single  alphabet  by  inter- 
filing the  subdivisions  of  a subject  with  the  titles  and  other  entries 
beginning  with  the  same  word,  disregarding  punctuation. 

Example 

Art  age. 

ART  - AMERICAN. 

ART  - ANCIENT. 

Art  and  Mrs.  Bottle, 

ART  AND  MORALS. 

ART  - BERLIN 

ART  - BIBLIOGRAPHY. 


Art  foliage. 

ART  - FRANCE. 

ART  - HISTORY. 

ART  INDUSTRIES  AND  TRADE 
ART  - U.  S, 

Art  weaving. 


Title: 

The  arrangement  of  title  entries  is  first  by  the  heading  words;  if 
they  are  the  same,  then  by  the  next  word;  if  that  is  the  same,  by 
the  next;  and  so  on.  Every  word,  article  (except  initial  article), 
and  preposition  included,  is  to  be  regarded. 

Example 

Uncovenanted  mercies. 

Under  a cloud. 


Under  the  ban 


. 
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Under  the  greenwood  tree;  a novel* 

Under  the  greenwood  tree;  a poem* 

Under  which  king. 

The  undone  task. 

The  undone  task  done. 

For  inverted  title,  disregard  the  comma. 

Example 

The  revolt  of  youth. 

Revolt,  poems  of. 

A revolt  without  occasion. 

Words  spelled  two  ways: 

File  in  one  alphabet  words  spelled  two  ways  (e.g..  Labor  and  Labour). 


NCSL 
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NORTH  CAROLINA  STATE  LIBRARY 
Processing  Center 
December  20,  i960 
Memorandum  #10 


To:  Participating  Libraries 

From:  Marion  M.  Johnson,  Director 

Please  make  certain  that  the  blue  slip  portion  of  your  bill 
is  returned  to  the  State  Library  with  your  remittance.  This  must 
be  done  in  order  that  the  budget  officer  can  properly  credit  your 
account . 

The  Decimal  Classification  Office  of  the  Library  of  Congress 
has  made  the  following  correction  to  the  DEWEY  CLASSIFICATION  AND 
RELATIVE  INDEX,  16th  edition:  Astronautics  (formerly  629*138) 

629*4.  Henceforth  all  books  on  the  art  and  science  of  space  travel, 
rockets,  satellites,  astronautics  will  be  classified  629.4  by  the 
Processing  Center.  A cross  reference  card  from  the  old  number  to 
the  new  will  be  sent  to  you. 


61 


North  Carolina  State  Library 
Processing  Center 
Memorandum  # 11 
January  26,  1961 


The  Processing  Center  has  received  some  books  from  Campbell 
and  Hall  but  is  unable  to  identify  the  library  which 
requested  them.  Please  check  your  outstanding  order  file 


and  notify  the  Center  immediately  if  you  ordered  the  following 
on  December  15i  I960: 


2 copies 
1 copy 
1 " 

1 " 

1 " 

1 »' 

1 " 

1 " 


ALL  ABOUT  AFRICAN  VIOLETS,  Free 
ALL  ABOUT  HOUSE  PLANTS,  Free 
ALL  ABOUT  THE  PERENNIAL  GARDEN,  Free 
COMPLETE  BOOK  OF  LAWNS,  Rockwell 
MAKING  THE  MOST  OF  YOUR  FOOD  FREEZER,  Essipoff 
PLANT  PROPOGATION  IN  PICTURES,  Free 
THE  ROCKWELL’S  COMPLETE  BOOK  OF  ROSES,  Rockwell 
10,000  GARDEN  QUESTIONS  ANSWERED  BY  20  EXPERTS, 
Rockwell 


Thank  you  for  your  co-operation. 


I 


North  Carolina  State  Library 
Processing  Center 
Memorandum  #12 
April  6,  1961 


To:  Participating  Libraries 

From:  Marion  M.  Johnson,  Director 

Subject:  Prebound  Books 

The  Processing  Center  has  made  arrangements  to  accept  as  "source" 
the  Charles  M.  Gardner,  New  Method,  Associated  Libraries  catalogs, 
and  the  Imperial  card  file.  There  are  two  (2)  reasons  for  this: 

1.  It  is  hoped  that  you  may  be  enabled  to  simplify  your  placing  of 
prebound  orders  through  the  Center.  2.  It  is  advisable  when  specify- 
ing a certain  prebound  agent  that  the  agent's  catalog  be  checked  in 
order  to  make  sure  that  each  title  desired  prebound  is  available  from 
that  agent. 

The  symbols  which  should  be  used  under  the  heading  "source" 
on  your  order  slips  are  as  follows: 

CMG  Charles  M.  Gardner 

NM  New  Method 

AL  Associated  Libraries 

Imp  Imperial 

Be  sure  to  include  page  number  except  for  Imperial  which  uses  cards 
and  therefore  does  not  have  a page.  Example:  Source 

|NMp40 

You  will  want  to  add  the  above  to  your  list  of  acceptable  sources 
on  memo  number  8.  Please  keep  in  mind  that  the  annotations  in  pre- 
bound agents  catalogs  are  descriptive  only  and  are  not  critical 
reviews.  Nor  should  it  be  construed  that  a title  is  superior  simply 
because  it  appears  in  these  catalogs.  You  will  want  to  continue  to 
rely  heavily  upon  Booklist , the  Standard  catalogs  and  other  standard 
authorities  in  selecting  your  titles. 

The  change  in  policy  by  the  Center  is  simply  to  enable  you  to 
accelerate  your  mechanical  processes  in  making  out  your  order  slip 
to  send  to  the  Center,  and  to  serve  as  a check  on  the  availability 
of  titles  in  prebound  form. 

We  wish  to  warn  you  against  specifying  a prebound  agent  for  any 
title  that  is  not  in  his  catalog.  If  a title  is  ordered  from  an 
agent  who  does  not  stock  it  your  order  is  delayed,  you  may  never 
receive  it,  or  the  company  will  charge  you  extra  to  prebind  it.  You 
will,  therefore,  get  better  service  on  your  prebound  requests  if  you 
order  only  those  titles  with  catalog  listings.  Sorry,  we  cannot  check 
your  orders  for  you. 
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North  Carolina  State  Library 
Processing  Center 
Memorandum  ^13 
April  11,  1961 


To:  Participating  Libraries 

From:  Marion  M.  Johnson,  Director,  Processing  Center 

Subject:  Form  of  author’s  name  on  catalog  cards 

The  edition  of  the  Fiction  Catalog  has  just  been  received 
by  the  Center.  A major  change  in  the  present  edition  is  the  cataloging 
of  all  titles  under  the  author’s  name  as  it  appears  on  the  title  page. 
It,  therefore,  appears  wise  at  this  point  to  review  the  policy  of  the 
Processing  Center  regarding  the  form  of  the  author's  name. 

Replying  to  questionnaire  number  one,  a majority  of  libraries 
voted  to  use  the  "real”  form  of  the  author’s  name  as  established 
by  the  Center.  This  policy  was  subsequently  adopted  by  the  Center. 

The  author's  name  as  it  appears  on  LC  cards  or  the  one  most  given 
in  Booklist , the  Standard  Catalog  Series  and  CBI  was  first  established 
and  used  by  the  Center. 

Now  that  the  Fiction  Catalog  has  used  the  author's  name  as  it 
appears  on  the  title  page  other  Wilson  aids  will  follow  suit  ("Cat- 
aloging changes  in  Wilson  Publications",  Wilson  Library  Bulletin, 
September,  i960,  page  58).  In  fact,  the  19&0  supplement  of  the 
Children’s  Catalog  and  the  1961  supplement  of  the  Standard  Catalog 
for  High  School  Libraries  hove  been  prepared  according  to  the  new 
rules.  The  next  supplement  of  the  Standard  Catalog  for  Public 
Libraries  will  follow  the  new  policy^  and  beginning  in  19^2  all 
titles  appearing  in  the  Book  Review  Digest  will  be  cataloged  according 
to  the  title  page  form  of  name.  No  final  decision  hus  yet  been  made 
concerning  the  practice  to  be  followed  in  the  Cumulative  Book  Index. 

It  is  the  desire  of  the  Processing  Center  to  provide  the  most 
satisfactory  service  for  the  greatest  number  of  users.  It  is  possible 
that  ouch  a change  could  result  in  time  saving  and  consequently  reduce 
processing  costs  at  the  Center.  It  is  also  possible  that  some  books 
would  reach  you  quicker.  Many  times  the  book  is  ordered  and  sent  to 
the  Center  before  the  LC  proof  slip  is  available.  The  book  must  then 
be  held  simply  because  the  cataloger  has  been  unable  to  verify  the 
author’s  name.  This  is  especially  true  of  mysteries,  westerns,  and 
current  novels. 

In  spite  of  this,  the  Center  is  prepared  to  follow  the  wishes 
and  the  needs  of  the  majority  of  its  members.  This  is  a matter  which 
involves  not  only  books  you  send  to  the  Center  but  Wilson  cards  that 
you  order  and  the  use  of  your  most  basic  library  tools.  Ihe  question 
then  resolves  itself:  Would  more  of  the  member  libraries  be  benefited 
by  such  a policy  change  or  would  they  be  handicapped?  A ballot  is 
being  enclosed  on  which  you  are  asked  to  record  your  decision.  You 
are  also  urged  to  note  any  comments  or  questions. 
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Library's  name 

Date 

Policy  Regarding  Form  of  the  Author's  name  on  Catalog  Cards 


Use  the  author's  name  as  it  appears  on  the  title  page. 

Use  the  author's  name  as  it  appears  on  the  title  page 
with  the  Center  providing  "see  also"  reference  cards  for 
all  well  known  names  which  have  previously  been  referred 
from  (i.  e.,  0. Henry,  Twain,  etc.) 

Use  the  author's  real  name  and  refer  from  all  pseudonyms. 


Comments : 


Plea*,  complete  and  return  to  the  North  Carolina  State  Library  Proceasing 
Center  by  April  28,  1981. 
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North  Carolina  State  Library 
Processing  Center 
Memorandum 
May  29,  1961 


To:  Participating  Libraries 

From:  Marion  M.  Johnson,  Director 

Subject:  Report  on  vote  concerning  form  of  author's  name  to  be  used 

by  the  Processing  Center  on  catalog  cards. 

The  result  of  the  vote  is  as  follows: 

For:  Use  the  author's  name  as  it  appears  on  the  title  page.  6 libraries 

For:  Use  the  author's  name  as  it  appears  on  the  title  page 
with  the  Center  providing  "see  also"  reference  cards 
for  all  well-known  names  which  have  previously  been 

referred  from.  29  libraries 

For:  Use  the  author '6  real  name  and  refer  from  all  pseudonyms.  3 librarie 

Since  a majority  of  members  voted  for  the  title  page  form  of  the 
author's  name  the  Processing  Center  will  adopt  this  policy  change 
effective  June  1,  1961.  All  cards  ordered  after  this  date  will  follow 
this  rule. 

The  Processing  Center  will  inventory  its  holdings  file  and  send 
you  a block  of  cards  of  "see  also"  references  for  both  real  and 
pseudonym  forms  of  well-known  authors  issued  since  the  Center  began 
operation . 

Example : 

Porter,  William  Sidney 
See  also 
0. Henry 

0. Henry 
See  also 

Porter,  William  Sidney 

This  will  be  done  within  the  next  six  weeks.  Perhaps  you  do  not  now 
have  all  of  these  authors  represented  in  your  library.  You  may  wish 
to  save  such  cards  in  the  event  that  you  may  later  obtain  some  of  their 
wri tings. 

Please  send  us  your  comments  and  suggestions.  It  is  realized 
that  such  a major  change  involves  a period  of  adjustment.  However, 
it  is  ernostly  hoped  that  in  the  long  run  this  change  will  result  in 
greater  ease  in  putting  the  book  more  quickly  into  die  hands  of  your 
readers . 


North  Carolina  State  Library 
Processing  Center 
June  15,  1961 
Memo  #15 


To: 

From : 
Subject : 


Participating  Libraries 
Marion  M.  Johnson,  Director 
Ordering  routines 


Several  librarians  have  expressed  the  desire  to  use  Kirkus  as 
a source.  The  Center  is  glad  to  comply  with  this  request.  Use  the 
abbreviation  K,  the  date,  and  the  page  number  (K  3-3.-61  p,  299)  • 

Date  and  page  number  are  very  important  for  without  this  information 
the  review  is  difficult  to  find.  It  may  necessitate  waiting  until 
after  the  book  arrives  in  order  to  catalog  it  and  to  print  catalog 
cards . 


Publisher's  lists  or  catalogs  may  not  be  used  as  "source".  It 
has  been  called  to  the  Center's  attention  that  librarians  have  been 
told  otherwise.  The  Center  can  only  process  those  books  which  are 
in  sources  listed  in  memos  number  8 and  12.  In  addition  Ruzicka  and 
Kirkus  can  be  used.  The  Center  will  also  accept  a limited  number  of 
orders  giving  Books  In  Print  as  the  source  if  the  titles  cannot  be 
located  elsewhere  and  if  the  need  is  urgent. 

With  improved  procedures  and  additional  staff  your  orders  are 
now  being  processed  and  sent  to  the  jobber  within  a day  of  their 
receipt  at  the  Center.  Therefore  you  need  not  feel  that  you  must 
mail  your  orders  for  current  popular  books  by  the  15°*  of  the  month 
(memo  8).  It  is  hoped  that  the  removing  of  this  deadline  will  mean 
less  pressure  in  your  ordering. 

First  class  postage  is  required  by  the  United  States  Post  Office 
on  all  orders  because  they  contain  typewritten  material.  Affixing 
a lesser  amount  of  postage  could  delay  your  orders  and  often  means 
that  the  North  Carolina  State  Library  must  pay  the  difference. 
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North  Carolina  State  Library 
Processing  Center 
Memorandum  #16 
July  11,  1961 


To:  Participating  Libraries 

From:  Marion  M.  Johnson,  Director 

Subject:  MSee  also"  references 


The  Processing  Center  has  inventoried  its  holdings  file  and  is 
now  preparing  "see  also”  reference  cards  for  both  real  and  pseudonym 
forms  of  all  authors  (except  Arcadia  House  publications)  cataloged 
since  the  Center  began  operation.  (The  decision  was  made  to  prepare 
reference  cards  for  all  authors  with  differing  names  rather  than 
limiting  such  preparation  to  the  well-known  names  as  previously 
announced  because  the  Center  wishes  to  include  as  many  names  as  pos- 
sible for  your  benefit.) 

The  inventory  has  been  accomplished  and  the  printing  of  the 
cards  is  underway;  however,  assembling  them  requires  both  staff  time 
and  space.  Therefore,  the  cards  will  be  sent  to  you  as  they  are 
printed  and  assembled,  instead  of  when  the  entire  job  of  printing 
and  assembling  has  been  completed.  All  cards  are  being  arranged 
alphabetically  by  the  pseudonym  form  of  the  author's  name  followed 
by  the  verified  name  form. 


In  placing  these  cards  in  your  catalog,  you  may  wish  to  use  the 
following  procedure: 

1.  Compare  cards  for  each  author  with  your  catalog.  If 
this  name  is  not  represented  in  your  file  as  a "see"  reference,  file 
the  card  in  a separate  place  for  possible  future  use. 


2.  If  you  find 
catalog,  replace  the 


that  a "see"  reference  for  this  name  is  in  your 
"see"  reference  with  a "see  also"  card. 


Example  : 

Present  card  in  catalog 


I 


Albrand,  Martha,  pseud.  r-r-S- — 3 ^ Albrand,  Martha,  pseud. 

_ ’ ’ 1 this  card  ^ c ’ 

See  See  also 

Loewengard , Heidi  Huberta  (Freybe)  Loewengard,  Heidi  Huberta  (Preybe) 


3.  File  the  second  "see  also"  card  following  the  entries  for  the 
verified  form  of  the  author's  name. 


Loewengard,  Heidi  Huberta  (Freybe) 
Gee  also 
Albrand,  Mart ha 


Example  : 


*' 
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A word  of  warning  1 Exercise  caution  in  using  these  cards  in  their 
present  "see  also"  form  unless  (or  until)  you  find  that  you  are  going  to 
have  entries  under  both  the  pseudonym  form  and  the  real  form  of  the  author's 
name . 

Your  questions  and  comments  are  welcome.  If  you  desire  further  clari- 
fication, perhaps  you  would  like  to  save  the  cards  until  your  Library 
Consultant  visits  you. 


* 
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STAFF 


A.  Professional,, 


1.  Director  (Librarian  III). 

Administrator-Cataloger.  Organizes,  directs  and  supervises  whole  operation. 
Develops  policies  for  Processing  Center  in  framework  for  total  State  Library 
program.  Trains  personnel,  and  does  professional  work  of  classifying, 
descriptive  cataloging,  or  adapting  printed  cards.  Revises  cataloging 
before  cards  and  pockets  are  run.  Supervises  work  of  typists. 

2.  Assistant  Librarian  (Librarian  I). 

Works  with  Director  in  establishing  procedures  of  operation.  Directs  flow 
of  books  through  the  Center.  Compiles  orders  for  jobbers.  Corresponds  with 
jobbers  concerning  shorts,  replacements,  errors.  Supervises  Library  of 
Congress  proofs  file,  order  files,  and  processing  slip  files.  Checks  all 
orders  with  holdings  file  to  see  if  book  has  been  previously  ordered.  If 
book  is  in  holdings  file,  gives  to  Steno  to  pull  catalog  card  stock.  If 
no  stock  is  available,  determines  number  of  cards  to  be  duplicated  and  gives 
to  Xerox  clerk.  Supervises  procedure  for  handling  incoming  books.  Checks 
all  processed  books  for  accuracy.  Checks  accuracy  of  all  monthly  statements 
before  they  are  mailed  to  the  libraries. 

B.  Clerical. 

1.  Steno-Bookkeeper  (Steno  II). 

Keeps  financial  records  and  bills  libraries  monthly.  Takes  dictation  and 
writes  letters.  Compiles  statistics.  Assembles  catalog  card  sets  from 
catalog  card  stock  file.  Maintains  holdings  file.  Checks  incoming  books 
with  purchase  order  and  invoice  and  determines  exact  cost  of  book  including 
postage.  Checks  invoices  for  accuracy.  Responsible  for  ordering  and  main- 
taining supplies. 

2.  Xerox-Multi lith  Clerk. 

Xeroxes  and  multiliths  all  catalog  cards  to  be  duplicated.  Multiliths  book 
cards  and  pockets  for  all  titles  for  which  there  are  more  than  2 copies. 
Xeroxes  invoices  for  Center  and  material  for  State  Library  as  occasion 
arises.  Cuts  card  stock. 

3.  Typist  II. 

Assists  Xerox-Multilith  clerk  in  operation  of  machines.  Types  Multilith 
masters  for  book  cards  and  pockets  and  for  catalog  cards  for  which  there  is 
no  Library  of  Congress  proof-slip.  Types  call  number  and  revisions  of  proof- 
slip.  Compiles  holdings  cards  and  checks  those  libraries  ordering  a spe»- 
cific  title. 

A,  Typist  I. 

Types  headings  on  printed  cards.  Types  cards  and  pockets  for  less  than 
three  copies  of  a title.  Checks  accuracy  of  catalog  cards.  Types  complete 
catalog  card  sets  for  many  single  copies.  Files. 

5.  Typist  I. 

Types  headings  on  printed  cards.  Types  cards  and  pockets.  Letters  all 
prebound  and  reference  books.  Files. 


- 
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Shipping  Clerk  (Clerk  II). 

Packs,  addresses,  and  stamps  all  shipping.  Keeps  record  of  postage. 
Delivers  shipping  to  postoffice.  Pastes  pockets  in  books.  Assists  in 
checking  in  and  checking  out  procedures.  Shelves  books  for  which  cards 
are  not  ready. 

Jacketing  Clerk  (Typist  I). 

Types  call  numbers  on  spine  labels.  Tapes  plastic  jackets  on  all  books 
which  are  not  reference  or  prebound.  Assists  in  typing  and  other  areas 
as  needed  and  work  permits. 


V 

__ 
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EXPENDITURES 

January  1,  1960  - June  30,  1961 


Capital  outlay  - Equipment 


$16,368.16 


Operating  costs 


54,543. 13 


Salaries 
Supplies 
Other  operating 


$36,661.01 

16,239.55 

1,642.57 


Volumes  Processed  - 62,921 


Processing  cost  per  volume  - 87^ 


, 


- 
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STATISTICAL  REPORT 
January  1,  1960  - June  30,  1961. 

ACQUISITIONS 

May  2,198 

June  2,209 

July  4,140 

August  2,363 

September  4,862 

October  4,494 

November  4,818 

December  6,334 

January  4,419 

February  5,606 

March  6,598 

April  4,411 

May  5,314 

June  5,167 

Total  Acquisitions  62,933 

VOLUMES  PROCESSED  62,921 

TITLES  CATALOGED 

Adult  Nonfiction  7,114 

Adult  Fiction  2,763 

Juvenile  Nonfiction  1,322 

Juvenile  Fiction  1,895 

Total  Titles  Cataloged  13,094 

MULTILITHING 

Number  Cards  Multilithed  222,875 

Number  Catalog  Card  Sets  Used  42,004 

HAND -TYPING 


Number  Catalog  Card  Sets  Used 


1,837 


-- 
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EQUIPMENT 

Haloid  Xerox 

Number  k Camera 
Model  D Processor 
Heat  Fuser 

Multigraph  Paper  Cutter  Model  130 

Multigraph  Multilith  Offset  Duplicator  Model  1260 

Potdevin  Label  Paster 

Remington  Standard  Typewriter  - Bulletin  Type 
Remington  Electric  Typewriters  - Merit-Elite  Type 
Olympia  Manual  Typewriters 
Underwood  Electrosumma  (Adding  Machine) 

Gaylord  Wire  Book  Trucks 
Pitney  Bowes  Scales  Model  3700 
Executive  desks  - 5160 
Secretary  desks  - 5260L 
Padded  chairs  C-,39 
Side  chairs  - 5515 
Padded  chairs  - work  table  height 
Stools  (wooden) 

A- drawer  File  cabinets  - 19^+2 
Valet 

Push-Step  stools  (Demco) 

Electric  clock 
Platform  truck  (Colson) 

60-drawer  card  catalog  cabinet 
12-drawer  card  catalog  cabinet 
Utility  table 
Supply  cabinets  782^ 


- 


. 


3 

Steel 

work 

benches 

60" 

X 

28" 

X 

34' 

2 

Steel 

work 

benches 

60" 

X 

34" 

X 

34' 

1 

Steel 

work 

bench 

72" 

X 

34" 

X 

34' 

2 

Utility  tables 

60" 

X 

30" 

X 

30' 

2 Typewriter  tables 
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SUPPLIES 


General  Supplies  - 

Miltiple  copy  order  forms  - McAdams,  Burlington 

Card  stock  - Gaylord  - 12.5CM  x 30CM  - 100%  rag-punched 

Book  cards  (white  and  green)  Gaylord  #k0 

Book  pockets  - Gaylord  - style  M 

Date  due  cards 

Book  jacket  covers  (#10  and  12,  also  9j  1^-j  16) 

Versatile  Associates  - super-easy-fit 
Attaching  tape  - glass  filament 
Dispenser  (definite  length) 

Book  labels  - Dennison 

Imprinted  tape  - western,  science  fiction,  mystery  - Bro-Dart 
Gaylo  paste 
Electric  stylus 

Stylus  paper  - black  and  white 
Rapidograph  pen  #2 
India  ink 

Liquid  plastic  adhesive  - Bro-Dart 

Spraylon  - Gaylord 

Salmon  colored  index  cards 

Electric  erasers 

Typewriter  ribbons 

Xerox  masters 

Multilith  masters 

Catalog  guide  cards 

Card  sorters 

Boxes  (350  lbs.  per  sq.  in.  - 120  lbs.  gross  weight) 

14  x 11  x 5 

15  x 10  x 11 

16  x 16  x 9 

Shipping  labels 
Box  opener 
Shears 

Sealing  tape 

Tape  dispenser  (Derby  Sealers,  Inc.)  model  32-T 

Corrugated  paper 

Wrapping  paper 

Billing  forms 

Ledger 

Journal  - 10  columns 

Envelopes  - small  and  legal  size 

Bond  paper 

Carbon  paper 

Onion  skin  paper 

fellow  paper 

Mimeograph  paper 

Legal  size  paper 

Rubber  bands 

Paper  clips 


- . 


- 2 - 
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Multilith  Supplies  - 

Spiral  molleton  covers 

Blankets 

Ink  “ ML36 

Reproducing  ballpoint  pens 
Non-reproducing  pencils 
Multilith  erasers 
Multilith  pads 
Distilled  water 
Tacky  fingers 
Bankrola  solution 
Hand  cleaner 
Platex 

Multilith  cleaner  sheets 
Duplimat  platex 
Repelex  solution 
Fountain  liner 
Cotton  pads 
Duplimat  masters 
Deoxit 

Dispensing  gun 

Xerox  Supplies  - 

Frames  w/out  shields 
Long-life  developer  - black 
Light  shields 
Cleaning  absorbent 

Snopake  correction  fluid  and  thinner 

Light  bulbs 

Toner-type  10 

Paper  master  cleaner 

Developer 

Film  remover 

Air-dryer  cartridges 

Plates 


SAMPLE  CARDS 
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SAMPLE  SUPPLIES 


White  book  card 
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Pocket 

x 

Lauritzen 

The  legend  of  Billy  Bluesage 


Imprinted 

Labels 


784 

E 

Bikel 

Folksongs  and  footnotes 

DATE 

ISSUED  TO 

1 

Date  due  card 
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Call  No. 
Labels 


Blue  book  card 


B 

LINCOLN 


940.53 

B 


fci 

> 
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784 
) B 
Bikel 

Folksongs  and  footnotes 

DATE 

ISSUED  TO 

uAYLOHLl  40 

Shipping  labels 
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FROM 

STATE  LIBRARY — PROCESSING  CENTER 

LIBRARY  MATERIALS 

RALEIGH,  N.  C. 

librarian 

To 

A VER Y-M I TC  HELL- YANCEY  COO  PER A T T VE 

SPRIIC-E  PTNR,  ]\j.  r. 

Statements 

North  Carolina  State  Library 

PROCESSING  CENTER 
RALEIGH 


July  20,  1961 


TO: 


r 


Mrs.  Martha  Palmer,  Librarian 
Nantahala  Regional  Library 
Murphy,  North  Carolina 


invoice  n?  534 


BOOKS  PURCHASED  346  books 
PROCESSING  CHARGE 


5 1021.62 
* 259.50 


* 1281 . 12 


RETURN  BLUE  COPY  WITH  PAYMENT 
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FLOOR  PLAN 


Floor  area:  1105  sq«  ft 
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MEMBER  LIBRARIES  OF  THE  NORTH  CAROLINA  STATE  LIBRARY  PROCESSING  CENTER 
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